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Introductory Note

The material in this manual has been developed as the family
day care system of United Day Care Services, Inc. has developed
over a period of years. Included here are such materials as fob

descriptions, applications, notes, forms, policies, agreements, all
documents which regularly undergo revision as the family day care
system itself expands and changes. The material is offered , merely

to be used as suggestions, aids, and guides for others who are
planning to work in what is a complex area, that of family day care.
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AN AGENCY SPONSORED

FAMILY DAY CARE SYSTEM

As more and more women seek work outside the home, more different

types of arrangements for the care of young children have become necessary.

One of the oldest arrangements has been to rely on another mother or rela-

tive not employed outside the home, and with young children of her own, to

care for the working mother's child, or children. Many arrangements of this

type are made with little attention being paid by the community to the kind

of care or envir nmental experiences being provided to young children.

Slowly, this picture is changing. Home day care is being recog-

nized as a very formidable social institution which needs the visibility

and the concern afforded other types of child care. The focus is now on

what has been labeled "family day care," as these questions arise: What

is happening to babies and young children when they are kept in another

mother's home all day? What about their physical health and safety? Are

they getting nutritious meals? What do these home mothers know about child

development? What kind of play experiences do these children have?

As the questions continue, they generate new one: How can com-

munities be supportive of women who want to provide services to children?

Should home care be licensed? How can home mothers be trained? Is it pos-

sible to monitor family day care? Is it possible to elevate custodial care

and "just baby-sitting" to a good environmental experience that leads to a

child's optimal growth and development? At the same time, how can we help

day care home mothers feel good about themselves and their important roles;
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and help the natural mother feel comfortable with her decision to work and

with the arrangements she has made for her child?

Family day care is the most widely used form of child care in this

country. These questions, therefore, beg answers.

United Day Care Services, Inc., a community-sponsored, non-profit

organization with a commitment to provide day care services to families and

children, decided in September, 1969, to begin to develop a system of fami-

ly day care. The UDCS centers were providing care for children two to five

years of age and also providing care to school-age children after school

hours and during school holidays. There remained a great demand for the

care of children younger than two, and family day care seemed to be one

solution.

What follows is a brief historical summary of the development of

the agency's family day care unit and a brief resume of how the unit

operates. The UDCS way is not the only way to provide family day care--it

is "merely a model of one way that is being tested, revised, and retested.

The goal of the agency is to see that every child in the community needing

day care services has them, with special emphasis being directed toward

meeting the needs of families unable to pay. The implementation of the

program is directly related to this philosophy.
A

All UDCS programs are financed through purchase of services. Day

care for children may be purchased, i.e., paid for, by parents who can af-

ford to pay the maximum fee, or by the Department of Social Services, which

may pay the maximum fee, (or partial fee, with parents paying a part) for

those families who qualify as DSS recipients. Care for children whose

11.



-3-

4amilies are unable to pay but who do not qualify as DSS recipients may be

purchased through scholarship funds which are provided by church donations,

United Way funds, and individual foundation funds and administered by the

agency.

In 1969 there were no scholarship funds in the agency designated

for family day care, which meant that the purchase of family day care ser-

vices whould have to come either from parents who were able to pay the

total fee charged, or from purchase of care by the Guilford County

Department of Social Services for children of eligible families. At the

beginning of the agency's efforts to provide family day care, DSS offered

to purchase family day care from UDCS a't the rate of $12.00 per week per

child.

There were no start-up funds available in the agency for essential

equipment, e.g., beds, sheets, high chairs, etc. The women who expressed

an interest in becoming day care home mothers had no resources of their own.

The agency, as it wrestled with all the presenting problems, felt that

$12.00 per week could in no way produce enough income to motivate anyone to

work, nor would it provide enough income to the agency to make it possible

for the agency to financially assist the women in getting the. necessary :Ap-

plies and equipment to get this program started.

In the city of Greensboro, as part of its zoning law, any business,

in order to operate, must apply for and receive a privilege license. This

requirement also extends to providers of child care. The agency realized

that one of its primary functions would be to help prospective day care

home mothers get their homes to the point where they would meet the
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requirements of the city. Inspections by the county health department's

sanitation division, and the city's fire preveo'ion and building inspection

offices are necessary, and these offices have vtcy specific requirements

which must be 'met,. These health and safety requirements include, among

others, provision of 35 square feet of indoor space per child, and 100

square feet of enclosed (fenced outdoor space per child.

The cost of fencing added what seemed to be an insurmountable

hurdle. A generous and civic-minded woman in the community who was

approached by an agency board member established a lodn_fund in the amount

of $2,000.00 to be used by the agency. This donation breathed new life

into the program. This problem was so serious that without a provision of

this kind, UDCS could not have continued its family day care effort. The

Family Day Care Implementation Loan Fund continues, to play a vital role.

The agency set the fees at $15.00 per child per week, and for

the first year all the children in the program were children of parents

who were able to pay the full amount, $15.00. The budget was established

with the agreement that the day care home mother would receive two-thirds

of her earnings, or $10.00 per week for each child in her care, and UDCS

would retain one-third of the fee, or $5.00 for administrative costs,

supplies, equipment, supervisory staff salaries, and accident insurance

on the children. The day care home mother now could receive a fence loan.

Deductions from her two-thirds of her earnings were to be made on a month-

ly basis until the loan was repaid.

Often during the first months, children were enrolled but the

families were unable to continue to pay as much as $15.00 per week. The

13
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day care home mothers and the staff were very much aware of how seriously

this affected the financial status of family day care. Income to the

mothers and to the agency fluctuated with traumatic ups and downs.

The needs of families unable to pay continued to be a major con-

cern. UTICS would not--indeed, could not-- accept the $12.00 weekly fee

offered by DSS. A breakdown of this $12.00 was $9.00 of federal funds,

$1.50 state funds, and $1.50 county funds. The county office of DSS,

recognizing the reality of the cost factors and needing the services, was

able to get approval to increase the county's share to $4.50, thus reach-

ing the $15.00 amount. The fee was increased later to $16.50, and again

to $18.50, which is the present rate. Today a day care home mother re-

ceives $12.50 and the agency retains $6.00 per child per week. After the

day care home mother has been with the agency a year, she receives an

additional dollar ($1.00) more than her two-thirds of the weekly fee for

each child. The fee for a school-age child is $10.00 per week, or $6.50

per week for the day care home mother. Care-for the school-age children

in family day care was a service added in the fall of 1971. (It should

be noted here that the fee paid by the DSS for most agency-sponsored

center care is $22.50* or more per week per child for children under six

years of age, and in the infant center, $28.50 per week per child for

infants and toddlers.)

Purchase of care by DSS brought with it the requirement that UDCS

family day care be certified by DSS in compliance with state regulations

and federal inter-agency requirements, as both state and federal funds are

involved.

* This fee has been increased to $28.75
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In 1971 the North Carolina General Assembly passed a mandatory

day care licensing law, but the law presently requires that family day

care homes in which there are less than six children receiving care be

registered but not licensed by the state Office of Child Day Care Licensing.

UDCS staff now help the day care home mothers with this procedure.

The family day care unit was begun by the agency's present

Director of Group Care, with the first family day care director employed

in 1971 and assigned half-time to the family day care program and half-

time as director of the agency's infant center. The first Day Care Home

Assistants/Toy Demonstrators were New Career Trainees in a two-year work

and study program, a vocational level course, Child Care Worker, taught by

a local technical college, Guilford Technical Institute, under the auspices

of the North Carolina Department of Public Instruction.

Much of the original equipment (cribs, high chairs, etc.) and

toys were donations from individuals in the community and other United Com-

munity Services agencies. One woman moving away from Greensboro just re-

cently donated all her nursery furniture to the program; others have

donated swing sets, collected tires for sand boxes, and made other useful

contributions. Many enriching experiences are provided to the children by

community volunteers who become interested in family day care.

In its first year the family day care program was asked to parti-

cipate in the second phase of a University of North Carolina demonstration/

research project: Group Care of Infants and Toddlers. During a three-year

period, children less than 12 months of age in agency-sponsored family day

care homes were to be matched with children in the University infant care
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nursery center, and studied to determine if there were comparable growth

and development between the two groups of children and to determine if

there were any differences that might be attributed to the differences in

family day care versus center care. UDCS agreed to give the University

research staff access to the family day care homes for testing of infants

entering family day care, and received in exchange some brief training

experiences for family day care mothers. Research funds were cut off at

the end of a two-year period before the research was completed.

A paper' was published reporting the observations made over the

two-year period.

In June 1972 a new full-time director was appointed to supervise

the family day care program and to serve as a consultant to the agency's

infant center program.

The day care home mother, as an agency affiliate, receives ad-

vance training, consultation and help during the time she is trying to

comply with city inspections and DSS requirements: she has ongoing in-

services workshops, and learning experiences via the weekly visitations of

the supervisory staff; she has back-up support of the staff when she has

an emergency, or illness. She also receives consultation and help

'Saunders, M.M. and Keister, M.E., Family Day Care: Some Observations,

Institute for Child Development, University of North Carolina at

Greensboro, 1972. (This publication is also available from the Day Care

and Child Development Council,of America, Inc., 1401 "K" Street, N.W.

Washington, D. C., 20003 And from Leasco Information Products, Inc.,

4827 Rugby Avenue, Bethesda, Md. 20014.)
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with social security, income tax, and other licensing and certification de-

mands, and a financial loan for fencing, telephone, etc., if needed.

The family day care program initially could not support itself

and start-up costs had to be absorbed by other agency programs. As the

budget for the family'day care unit moved from a long-time "in the red"

status to a more stable and "break-even" situation, more money has been

invested in training materials; e.g., cassette tape players and training

tapes, training manuals,'and film rental.

FAMILY DAY CARE THE UDCS WAY

Definition of Family Day Care

Family day care provides nine hours of care for five (5) children

or less in a home setting. It is the smallest facility certified by the

Department of Social Services and registered with the North Carolina Office

of Child Day Care Licensing. The number of children permitted in family

day care homes varies in different localities. When DSS first purchased

UDCS family day care, the day care home mothers were permitted by DSS to

care for five (5) children under six years of age, including their own pre-

schOol children. This earlier waiver of FIAR guidelines has been replaced

(1973) by a new state DSS mandate that requires that the five children must

also include the day care home mother's own children including her school-

age children through age 14. This is making the recruitment of day care

home mothers very difficult, as it limits the number of children the mother

may care for to such an extent that the potential fox income is not suffi-

cient to warrant her becomming involved.

17
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In instances where part-time and after-school care is provided,

more than five children may be enrolled, but no more than five can be in

the home at any one time. No more than two children under the age of two

are kept in the day care home due to the extra amount of attention babies

require.

Many people regard family day care as the best alternative to

care in a child's own home particularly for a child who does not appear

to be physically and emotionally ready for a group experience. Family

day care is used most frequently to meet the need for day care for infants

and toddlers as there are so few group arrangements available to meet the

needs of this age group.

Family day care should not be viewed as simply a babysitting

arrangement. It should provide physical, emotional, social and intellec-

s,i

Every day care home must have a (Greensboro) City Privilege

tual growth and development.

License,/ must be registered with the North Carolina Office of Child Day

Care Licensing, and must be certified by the Department of Social Services.

The Day Care Home Mother's Own Family

The woman who keeps day care children in her home needs to

realize that perhaps for the first time her family will have to share her

with strangers. Usually, older children are gone when the day care chil-

dren are there, but occasionally they will all be at home at the same

time. There has to be a thorough understanding of the situation in ad-

vance to prevent any jealousy and friction because it is a family day care

program.

18
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Since there is such close physical contact betweenthe children in

care and the family members, all family members involved are required to

have a medical examination annually. This is necessary before children are

placed in the home. (The requirement also applies to the child being en-

rolled in care.) Many of the medical examinations are obtained through

the facilities of the Guilford County Health Department.

Meeting the Day Care Home Mother

Being thrust suddenly into a strange environment gives anyone a

feeling of insecurity. This is especially true of a child, and more so if

his time away from the mother has been limited. For these reasons a visit

by the child to the day care home mother is arranged before the child is

placed in the home. This gives the day care home mother and the child a '

chance to'get to know one another, and for the child's mother and the day

care home mother to dis:uss the child's preferences, needs, and wants. If

the day care home mother can learn how the child's own mother cares for

him and what he is like, she will have a better idea about the child's

needs. he day care mother should slow the mother where her child will

spend his day playing, eating, and sleeping.

In placing a child, the staff has to consider where openings

are available, the Location of the home and its convenience to the parent(s),

but to the extent possible mother and day care home mother should determine

t ;f.

t) t 1;cy t

_

,111 it trnt Clt ;lt

I tH 11 t

19



O outdoor play. Ti a prospective day care mete. -0e( is rinancial assistance

in order to provide a fence, she may lo,111 through the agency.

Deductions from her earnings are figured un a monthly basis over one year

until the loan is repaid. The agency adds a small additional charge

(5 per cent per year on the principal, which is less than current interest

rates) to offset losses in those instances where the day care home mother

terminates her agreement with the agency and the money is not recovered.

This charge prevents the fund from becoming seriously depleted.

Administrative Staff

The administrative staff of the family day care home unit of

UDCS presently consists of a director, a recruiting specialist, an educa-

tional specialist, two toy demonstrators, and secrelary.

The director interviews parent:;, plact \,s children in the day

care homes, and collects Lees. She visits prospective day care home mothers,

provides training for them, presides over day care hom( mothers' meetings;

she plans and presides over parents' meetings and workshops, and coordinates

the responsibilities of the other administrative staff! members. She is

responsible for purchasirg all toy-, ind equipment, compiling agency train-

ing manuals, and hiring new administrative start'.

The recruiting specialist is responsibl for publicity for re-

cruitment of new day care home mothers, interviews prospective day care

home mothers, and determines if the home meets space and other require-

ments. She is responsible for compiling the monthly newsletter. She also

assists the director in interviewing parents -ad placing children, keeps an

inventory of the equipment, and handles t.11 records of earnings for the day

care home mother:4.
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The day care home mother's food costs for child care are reimbursed

at a rate not exceed 55 cents per day per-child by the Special Food Ser-

vices Program for children, administered by the North Carolina Department of

Public Instruction. This does not include the cost of food for infants

on formula or baby food. (The recruiting specialist and toy demonstrators

are assigned a group of mothers for whom they carry major responsibility.

This includes assisting /:he day care home mothers in keeping the records

necessary for reimbursement claims.) The agency plans in the near future

to move the family day care unit under a new central kitchen feeding pro-

gram presently being implemented. Meals will be prepared and distributed

directly to the homes; reimbursement will be made to the agency at a

rate not to exceed 95 cents per day per child.

The educational specialist is responsible for in-service training

of the day care home mothers and assisting the director in the initial

training. She also selects and presents film strips, records, and books

to the children on a monthly basis and previews all new educational materi-

als. She also assists in the office, makes newsletter contributions, and

conducts mini-workshops.

The toy demonstrators conduct a toy exchange each month. They

visit the day care home and show the children how the toys work, and explain

their value to the day care home mother. They clean and repair toys and

suggest to the director the purchase of any new toys they feel would be

beneficial. Field trips and other outings are planned by the day care

home mother and the toy demonstrators. They help with her monthly records,

food reimbursement records, and offer other kinds of assistance when needed.
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One toy demonstrator (whose home is licensed as for any other day care

home mother) serves as emergency caregiver in the event a day care home

mother is ill or on vacation.

The secretary is responsible for all correspondence, copying,

maintaining files, coordinating and publishing the newsletter, and keep-

ing records of office supplies, bills and licenses. She keeps records of

active day care home mothers and prospective day care home mothers, and

keeps an ample amount of forms and other office supplies on hand. She

compiles all food reimbursement claims with supporting attendance data,

and makes the request to the state office for reimbursement to the agency,

*
which in turn reimburses the individual day care home mothers.

Caregiving Staff

The caregiving staff consists of all day care home mothers who

are affiliated with the United Day Care program.

These mothers'are paid to care for the child any designated

nine hours of the day and they may make the decision to decline to care

for a child whOse hours are not commensurate with their preferred time.

Fees for any care over nine hours are to be worked wout between the day

care home mother and the parent, as that time is beyond the contractual

agreement of United Day Care Services and the day care home mother.

While disciplins is essential, physical punishment must not be

allowed. Denial of some privilege and diverting the child's attention

to more acceptable behavior are acceptable ways the day care home mother

maY avoid the use of spankings or physical punishment. Children should

have a nap-time each day, as well as outdoor play for active exercise,

* This procedure is obsolete.
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weather permitting. fhey should have an opportunity also to develop

intellectually in a warm association with the day care home mother who

guides tham into appropriate learning experiences.

The day care home mother prepares breakfast, a well-balanced

meal at lunch-time, and a snack in the afternoon.

Benefits

Holidays: The following holidays are observed: New Year's Day,

Easter Monday, Fourth of July, Labor Day, Thanksgiving Day, the day be-

fore Christmas, Christmas Day,- and the day after Christmas. When any of

these holidays fall on Sunday and are observed as legal holidays on Monday,

they are observed by United Day Care Services personnel on Monday also.

Vacation: After one year of employment all day care home mothers

are given one week of vacation for which they receive their regular earnings.

This vacation week is taken at a time agreed upon by the day care home

mother and the director.

Sick Leave: After one year of employment all day care home

mothers are granted five sick leave days for which they receive their

regular earnings. Sijk leave may not be carried over from one year to

another.

Siek leave may be taken for the following reasons:

sickness in the immediate family (defined as husband, wife, child, or any

relative that lives in the home); or death in the family (defined as hus-

band, wife, child, parent, brother, sister, mother-in-law, father-in-law,

or grandparents). Leave for a death shall not exceed three days, any
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days taken other than those specified on page 14 are considered leave

without pay.

Training

The day care home mother receives two weeks of half-day sessions

which consist of intensive training in child development principles, with

particular emphasis on infants and toddlers. Discussion centers around

the importance of play, the ways in which routine care can be viewed as

"curriculum," and the need to enhance language development through smiling,

talking, and singing. There is discussion of the ways in which the family

day care mother can make the child's environment safe, yet stimulating

and appropriate for his stage of growth and development. The trainer

demonstrates the use of creative toys and games, many of which are rela-

tively easy and inexpensive to make. Films and slides are used to

demonstrate what constitutes good care of young children, and they help

to stimulate group discussion and ideas.

Some time is given to explaining certification, licensing,

placement, fees, fee collection, UDCS policy, etc., but much of this infor-

mation is covered during the recruitment process, the initial interview,

and the step-by-step procedures necessary to meet agency, social service,

and city requirements.

All the necessary forms are explained to the day care home mother,

and a manual is given to her as a permanent record of all procedures ond

forms as well as summaries of various kinds of child development materials.

The manual is a loose-leaf notebook to which the day care home

mother can refer for information related to agency policies and for
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information related to child development. The agency, from time to time,

distributes new materials which may be added to the manual. UDCS is

in the process of publishing the manual to share with other groups or

agencies involved in family day care.

The agency's goal,-- or dream -- is to someday have a training

center with a facility for child care. The women in training could bring

their own children with them to this facility during training and at the

same time this facility could be equipped as a day care home and used to

provide a laboratory experience in child care.

Presently the director is working with one of the city high

schools which is offering a course in family-life education. She has

placed five young women in family day care homes. They are "apprentices"

to the day care home mothers for the purpose of gaining experience in child

care. As they become familiar with the children they will relieve the day

care home mother and free her during the afternoon to participate in agency

in-service training workshops. A similar arrangement has been tried on a

limited basis with nursing students at A and T State University located

in Greensboro.

Parents' Requirements

Parents of infants are expected to supply the day care home

mother with formula, baby food, and diapers. All children are to have-a

clean change of clothes available in the day care -Dome. Parents are

urged to be considerate of the day care home mother and to bring the chil-

dren to the day care home at the time agreed upon by the day care home

mother or let her know they will be late in arriving. Field trips and
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other activities are hard to arrange when stragglers keep the others wait-

ing. Parents also have a responsibility to the day care home mother to

pick up their children on time, or to notify the day care home mother if

for some unavoidable reason they have to be late.

Payment of Fees

Fees are paid directly to the day care mother the first day the

child enters the day care home and are paid in advance each Monday

morning thereafter. If fees are paid monthly, they must be paid the

first Monday of each month. If a fee-paying parent is unable to pay

she may discuss her situation with the day care home director who has

the authority to work out an acceptab/1.e new agreement, or waiver of fees.

If the parent brings the child directly to the day care home and is

unable to pay, the day care home mother should refuse to accept the

child. She, too, may call the director if she thinks the circumstances

warrant special consideration. In instances where total fees are paid

by DSS, this is not a problem, but it may be a problem even when parents

are paying only a minimal portion of the cost. The director collects

the fees from the day care homes on Mondays.

There are times when a natural mbeher may be notified that she

no longer qualifies for DSS support for child care. It may happen, for

example, that DSS has provided child care while the mother trained for

work. It some time elapses after training before she secures a job, or

she loses her job, her child care is terminated. This produces an

extreme-hardship on the mother because she has to care for her child and

is not free to look for a job. This situation, or any situation, which
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results in the young child's being placed in and out of care and forced

to adjtist to number of different substitute mothers is a developmentally

serious problem. In the last few months UDCS has made scholarships

available over alimited amount of time to bridge this gap, in an effort

to keep the child with his day care home mother rather than have him lose

"his place," only to find it filled when the mother does find a job.

When this happen- the child is victimized as he has to experience another

separation from his first day care home mother and make an adjustment to

a new one. From a developmental point of view, this can be very damaging,

especially to an infant or toddler.

Toys and Equipment

Toys and equipment (cots, cribs, sheets, towels, high chairs,

strollers, seats, baby carriers, fire extinguishers, first aid supplies,

potty chairs) are loaned to the day care home mother for use with the

children as long as she is affiliated with United Day Care Services.

WHAT LIES AHEAD?

There are many problems which beset a family day care home

mother and an agency which attempts to provide family day care. From the

day care home mother's point of view there is the problem of how to divide

her energy and attention between

-- her own family and the children in care;

-- the young parents who are difficult to reach, yet need to

share with the day care home mother their mutual concerns

About their children;
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-- the natural mothers who do not call to explain and who presist

in arriving late and picking up late;

- the child who has a behavioral problem that taxes her capa-

bility as a caregiver and arouses feelings of inadequacy;

-- the child who comes in dirty clothes, shoes too tight, or

without adequate wraps;

- her responsibility when she suspects the natural mother

of child abuse and the effect on the child that may result

if she does, or does not report her suspicions;

-- and most importantly, her self-image in the community in a

low-paying job -- day care -- which does not enjoy much

status.

United Day Care Services prOvides transportation for mothers in

training, but faces the larger problem of being unable to offer incentives

such as a stipend during training or to provide child care to the day care

home mother while she is in training. Negotiations by UDCS are underway

at the local and state level with the Employment Security Commission's

WIN program. These negotiations have resulted from the WIN's staff frus-

trations in trying to find day care for the very young children of their

women trainees. The only place in the state where this has nol been a

tremendous problem is Cteensboro, which has UDCS family day care. The WIN

staff would like UDCS to develop family day care in the rest of the county,

to include High Point, North Carolina. UDCS is interested in offering

training in child care for women who could be compensated through WIN

funds during training to be day care hOme mothers, who. in turn could
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provide child care for other WIN trainees in other occupations. WIN, how-

ever, cannot train women for family day care which is categorized as

"self-employment;" UDCS recognizes family day care mothers as agency

affiliates, not employees, thereby negating the explicit meaning of

"self-employed." The problem then becomes one of finding the "right

words" so that the needs and goals of the two agencies can be merged to

the benefit of the low-income women each is trying to serve.

The agency already cooperates successfully with the Neighborhood

Youth Corps, the New Careers program, Mainstream, and WIN which purchase

family day care and other agency-sponsored day care for their trainees.

The agency does not have the resources to objectively research

and evaluate the effectiveness of the training of family day care mothers

or the effects of the care itself on the children. The agency continues

to try to unravel the variables that contribute to a very high rate of

attrition among babies who are enrolled, leave the program, re-enter,

leave again, and finally terminate.

There also are problems in training mothers- only to have them

leave the agency after completing their orientation, training sessions, and

licensing procedures. The agency does not object if the day care mother

can indeed make it "on her own;" the concern is that she may care for more

children than she would otherwise be able to care for under agency super-

vision, thus diluting the amount of attention she can give each child and

reducing the quality of care.

The agency also has the problem of resolving how to offset the

costs of the paid vacations, sick leave, and other benefits which the
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agency feels are legitimate concerns in any type of employment or services.

They are benefits that are deserved, yet they are very real costs that must

be budgeted out of an already strained budget.

.

The staff continually struggles with the problem of how to spark

the interest of the parents of day care home children in agency-sponsored

attempts at parent involvement. This group of parents tend to be, as a

whole, very young parents. It is disturbing to the staff that the parents'

much needed involvement in what is happening to their children is minimal.

Yet the staff recognizes that their demands may appear overwhelming to the
'I ..

parents. The staff tries to find new ways to reach them -- through meet-

ings, brief interviews, telephone visits, and letters. The agency has one

full-time social worker who has been able to work with the family day care

unit on a limited basis.

The agency is not able to provide direct health services. The

director and staff respond on an individual basis to any child that a

parent, day care home mother, or staff member identifies as-'llaving a

special need for visual screening, mental health evaluation, dental treat-

ment, or any other health-related problems. The staff helps the parent

find and follow-up the needed service.

As of December 1973, there were 36'family day care homes, serving

60 children under two years of age and 102 children over two years.

During the month six new children were placed and thirteen were terminated

for an enrollment of 155 children at the end of the month. Enrollment at

this time alos included 15 school-age children, four children receiving

night-time care, and-three children in part-time care.
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A breakdown of the purchase of core arrangement for these 155

children is as follows,:

Number of Children

13 . . . . full fee paid by parents

113 . . . . full fee paid by DSS

18 . . . . partial fee paid by DSS, balance paid by parents

2 . . . . full fee 'paid by UDCS

10 . . . . partial fee paid by UDCS, balance paid by parents

The problem of "slave wages" continues to haunt those who are

concerned With family day care. Low pay makes it very difficult to

attract day care home mothers. Women in low-income groups who do not

have skills to compete in the job market may find it rewarding mone-

tarily, but it is more difficult to find middle-income women to partici-

pate in the UDCS family day care program. The income, in any case, can
A

be viewed as very meager. Both low- and middle-income women seem to

find intrinsic rewards in providing a community service, in acquiring

new skills, and'in the social contacts with the natural mothers and

the agency staff, and by enhancing their own sense of worth.

One incentive which has proven to be very successful and eager-

ly anticipated is an annual dinner party at a local barn dinner theatre

which staff and day care home mothers and husbands, or guests, attend.

Good supportive relationships and social relationships have developed

among the day care home mothers as they share with each other their

successes and frustrations in their work.

Individual cases may be cited which demonstrate the personal
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growth and career development of some of the low-income women who have

become very professional in their caregiving roles.

One woman who was among the first group of traines was initially

very reserved and shy, and she had difficulty in making eye-to-eye contact

with the director. The director was impressed, nevertheless, by the

woman's warm relationship with her own five children, ages 2, 3, 5, 7,

and 10 years. Two of the children attended public school, and the

five-year-old was in all-day care at a center. She was very punctual for

training, she read all the suggested materials, and seemed eager to learn.

Some of the first infants in the program were placed with her, and she

gave them a great deal of loving care an.1 attention. She was well

organized, she posted the records she kept of each baby's schedule; she

interacted with the babies and her own children in a warm, relaxed way.

The natural mothers were delighted with the kind of care she provided.

Her husband was constantly having problems with law enforcement

officers, and although he did not live in the home, many of his problems

were brought to her. With the encouragement from the agency, she was

able to seek legal aid and get clarification of her legal rights. She

was able to seek and use the help of her social worker.

Her youngest child whose legs were badly bowed with rickets is

now the picture of health, after referral to the county Children and

Youth public health program.

She has had to cope with vandalism and disruptions in the

neighborhood; e.g., her gate was destroyed, toys taken from the yard,

and neighbors "dropped off" their children for her to care for,
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irrespective of the demands and regulations imposed upon her as a day care

mother. With support from the staff, she was able to maintain her posi-

tion and demand respect from her peers.

The director of her housing development has been supportive,

and he now refers all requests for child care that come to his attention

to this mother who consults with parents, helping them to consider the

alternative arrangements that are available in the community.

She is responsible for arranging "cluster" meetings for other

family day care mothers in her housing development and for the parents

for whose children they provide care.

When requests come to UDCS for visits to family day care, this

woman is very gracious about opening her home and shares her experiences

and ideas about her responsibility as a family day care mother. She is

truly a professional caregiver, and she continues to take advantage of

every learning experience that is offered to her.

Despite their meager earnings, there is potential for many

exciting "fringe benefits" for these women and their families. This

woman with an enhanced self-concept. who is now a provider of a much

needed community service is just one illustration.

Family day care mothers can become excellent caregivers.

Without some hope of increased salaries (or higher fees for child care)

it becomes increasingly difficult, however, to recruit new women and to

demand and expect a high level of performance. UDCS would like to offer

more intensive training, more in-service workshops, and other incentives --

all of which are seen as important means of improving quality of care.
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All of these means require money. Quality of care, then, is inextricably

woven into costs, and so long as fees are so low, the picture is not

optimistic. Many point to the low cost of family day care as one of its

advantages, when in fact this may be one of its most serious disadvantages,

since it is impossible to deny that there is a correlation between what

one pays for a service and the quality of that service.

Some of the caregivers evidence personal growth and development

in their caregiving abilities. Some are viewed in their neighborhoods

as the "child-care specialists" and friends and ne'ghbors come to them

for advice about their children. Others seem to lack the motivation and

interest the staff would like to see. Lest one lose sight of the crucial

issue here, one must be reminded that it is the children in care who are

the ultimate "losers" in the frustrating status quo.

The growth of family day care at UDCS has been like Topsy. There

are problems still to be resolved. There is still much that needs to be

explored to make family day care a more viable child-care arrangement.
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PROFILE

UNITED DAY CARE SERVICES

JANUARY, 1975
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United Day Care Services is a community non-profit day care organization
dedicated to seeing that every child in the community needing day care
services has them, with special emphasis being directed toward meeting the
needs of families unable to pay. The primary commitment of the agency is
to the provision of full-day services for preschool children and after-
school services for young school-age children of workingor non-working
mothers needing this service. Consideration is also given to the needs of
part-time child care services. An active effort is made totenroll children
representative of the entire community and to develop a funding system
which makes possible the enrollment of children from all socio-economic
groups in each United Day Care Program.

The agency presently operates fourteen centers. The total center capacity
is 632 for all day children, and 123 for after-school children. Seven of

these centers serve children ages three through five; four serve children
ages two through five; one serve& infants and toddlers up to, three years
of age; and two serve only school-age children from kindergarten through
grade four, after school hours and on school holidays. Three of the centers
provide care for school-age children.

United Day Care Services operated a center for handicapped and retarded
children but terminated the program in July 1971 when a similar service
provided by the public schools was offered to meet the special needs of
these children and their families.

In the centers which provide care for children under six, the State Depart-
ment of Human Resources, Division of Social Services has approved centers
to serve the following: two are certified to provide care for 75 children,
one, 68 children, another 60 children, one 58 children, another 50 children,
two for 45 children, and the other five may provide care for 38, 36, 32, 30,
and 20 children respectively. The two school-age centers are certified to
serve 35, and 40 children. Enrollment in the centers usually is filled to

capacity and there is a waiting list of children needing care. The facilities
utilized include six provided by public housing, five provided by churches,
one by United Community Services, and one by United Day Care services.
Space for one center is rented in a building also occupied by a privately

owned day care center. The centers are open from 7:00 in the morning until
5:30 or 6:00 in the afternoon, Monday through Friday throughout the year.

Other group services in 1973 included operation'of five summer school-age
programs. These served children who had completed grades one through five.
One of the programs was located in a public housing recreation room and the
other four were located in public school buildings near public housing and
the other UDCS year-round programs. Transportation was made available for
small groups of children who did not live within walking distance of any

of the programs. During the summer of 1973, the school-age program capacity

totaled 350. In 1974, six public school buildings were used.
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The maximum fee, or a part of the maximum fee, for about 68 percent of
the children in UDCS programs is paid for by the Guilford County Department
of'Social Services. Other parents are expected to pay according to their
ability, with some paying the maximum fee.

UDCS participates
North Carolina by
80 percent of the
space, utilities,
care which are in

in the Special Food Services Program administered in
the Department of Public Instruction, which reimburses
agency's food cost. Food costs, plus contributions of
volunteer services, etc. add to the "real" costs of day
reality much higher than the fees charged for day care.

Scholarships for families ho are unable to pay full fee and yet are not
eligible for Department o Social Services assistance or other government
funds may receive scholarships which are provided by the United Way and
church and community funds.

Y
In addition to the day care centers and summer school-age programs,
United Day Care Services has developed a system of agency - supervised family
day care homes whose primary purpose is to serve children three years
of age. There are now 44 homes certified to care for 153 children.

United Day Care Services also offers assistance to private day care
operators and other non-profit day care services, and makes available
information regarding
on staff time have de
Many other communitie

proposed and needed day care legislation. Limitations
ermined the extent of involvement in these areas.
request consultation since the Greater Greensboro

area has one of the most highly developed community day care programs in
the state of North Carolina.

United Day Care Services has made strides toward achieving its goal- The
data on the additional children who are in need of subsidized care only
serve to indicate how much further the agency has to go toward the goal of
adequate child development services for every child in the community.
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FAMILY DAY CARE UNIT
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The Family Day Care Unit is composed of 44 family day care homes. Ten

of these are designed as Head Start family day care homes, serving 47

children four and five years of age. Two homds are used for emergency
care. In the remaining 32 homes there are four school-age children
receiving after school care, 69 children betwEien the ages of two and six
years receiving all day care, and 37 children under the age of two who
are in all day care. Four children of,the total of 153 children receive
night-time care. \

Care is available to children whose families are eligible for day care
funds through the Guilford County Department ofSocial Services or to
those whose families are able to pay the full cost of care. United Day
Care Service scholarship funds subsidize families who can pay only a part
of the cost.

The family day care mothers are trained and supe'rvised by the agency. The

mothers are provided with cots,, cribs, linen, high chairs, play pens,
strollers, potty chairs, first aid supplies, toy&, and other basic equipmeent
needed for the physical care, emotional developm'nt, and intellectual
stimulation of infants and toddlers. Placement of children and collection
of fees is the responsibility of the administrative staff of the unit.
The family day care mother receives two-thirds of the fee for each child

she has in care and the agency retains one-third!for administrative cost,

equipment, supervisory staff salaries, and accidOt insurance on the
children. The agency operates a Central Kitcheniand breakfast foods,
prepared lunches, and afternoon snacks are deliv red to the family day care

children. The administrative staff of the Famil Day Care Unit consists
S;of the family day care, director, one full-time ecietary and bookkeeper,

and four day care home assistants. The family day care director is

responsible for the initial training of faMily day care mothers, purchasing

toys and equipment, collecting fees, having paFent conferences, and
supervising the Family Day Care Unit. One assistant serves as a recruiting

specialist who is responsible for publicizing the need,for new homes,
recruiting new day care home mothers, and interviewing prospective day care
mothers; another is an educational specialist_Who is responsible for in-
service training of the day care home mothers1 Two other assistants are

toy demonstrators who are responsible for exchanging toys twice a month

and demonstrating to the day care home mothers the value of the toys to
the children. Filmstrips and storytelling are utilied during these visits.
One of the toy demonstrators is also a city -licensed, certified family day

care mother who provides emergency care when one of the family day care

mothers is ill or her home is closed for some other reason.

United Day Care Services, by providing care for infants and for children
with special needs in a home setting, is able to offer a wider range of

services for families who need child care during their working hours.
UDCS is also able to help individuals who enjoy caring for young children
to supplement their family income and to feel a sense of pride in making

available to the community a much needed service.
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GUILFORD COUNTY HEAD START
OF

UNITED DAY CARE SERVICES

FAMILY DAY CARE HOME MODEL

General Description:

32

Developmental Child Care Services, including educational
activities, Nutrition, Health, Social Services and Parent
Involvement, will be provided for gtoups of five Head .

Start eligible children in Family Day Care Homes, by the
parent residing in the home. Wherever possible the mothers
and homes of Head Start eligible children will be selected.
Large group activity will be provided for each of the Family
Day Care Homes on a weekly basis in a Head Start Center.

Operation:

Guilford County Head Start Program will provide Family Day
Care Services through a cooperative effort with United Day
Cate Services (UDCS) Family Day Care Unit. The Family Day
Care Home mothers will be trained by and the homes equipped
by UDCS. Each home will be provided with age appropriate
child development equipment and materials necessary to main-
tain an effective educational prOgram, a safe environment,
guidance regarding meal preparation, food reinbursement,
registration with the State Office of Child Day Care licensing,
and accident insurance.

Head Start will provide Health Services to the children,
Social Services and parent involvement activities to the
families involved in the Family Day Care Model. All Head
Start parents involved in this model will forma parent
committee carrying the same functions and responsibilities
of a Head Start Center Committee. This committee will elect

two representatives, to serve on the Policy Council Parent
Activities funds will be provided by Head Start.

Head Start will provide one staff member designated as the
HS Family Day Care Home Coordinator who will be responsible
for the implementation of the services provided by Head Start
(Health, Social Services, Parent Involvement and the
coordination of the educational activities provided by the
Family Day Care Unit with those of Head Start. The Head Start

4 Performance Standards will be considered in the implementation

of this Model.
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JOB DESCRIPTION

FAMILY DAY CARE DIRECTOR

33

The director:

-- is responsible for licensing, certification and registration of
all new day care homes.

-- is responsible for placing and terminating children.

-- interviews parents seeking child care.

-- is the liaison person between parents and day care home mothers.

-- conducts individual parent conferences.

-- makes referrals to DSS and other agencies for families that need help
in specific areas.

-- is responsible for obtaining clearance forms from DSS on children
receiving DSS scholarships.

-- collects fees and is responsible for collecting any delinquent
accounts.

-- is responsible for making purchases of supplies and equipment.

-- signs all bills for items purchased before sending to bookkeeper for
payment.

-- draws up and signs agreement for fence loan with day care home
mothers where applicable.

-- is responsible for day care home monthly report.

-- checks payroll for day care home mothers each pay period.

-- approves leave for day care home staff.

-- is responsible for evaluation and supervision of PACE (Plan to Assure
College Education) students, who may be assigned to work with the unit.

-- prepares time sheets where applicable.

-- is responsible for yearly evaluation of all day care home staff.

is `responsible for training prospective day care home mothers.

-- is responsible for making necessary changes in day care home profile,
parent policies, day care home mother policies and training manual.

42



34

-- makes bank deposit slip; deposits fees in bank.

-- serves as consultant for Avalon Infant Center of UDCS.

-- is responsible for openiug and closing homes.

-- attends conferences and workshops that will be beneficial to the
Family Day Care Unit.

-- signs and checks mileage reimbursements for family day care staff.

-- is responsible for checking health requirements (i.e., a yearly physical
examination and health card for staff and day care home mothers).

-- follows up inspections and fence installations for prospective day
care home mothers.

-- visits prospective day care'home mothers before homes are open for
child care.

-- consults with Director of Program Developlent and Research about unit
plans and any administrative problems.

-- visits each day care home mother at least once a month.

-- makes day care homes availaLle for visitation by other prograt =s that

are interested in developing a day care home program similar to -hit
of United Day Care Services.

-- supervises activities of day care home staff.

-- is responsible for petty cash.

-- is responsible for final check of all DSS requirements before any DSS
children are placed in a hcae.
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JOB DESCRIPTION

FAMILY DAY CARE SECRETARY

The secretary:

-- receives telephone calls and leaves dated messages.

-- types and mails all correspondence retaining a copy for office file.

-- makes copies of and mails filmstrip schedule, toy exchange schedule,
newsletter and daily care record.

-- keeps toy exchange inventory.

-- keeps School Food Service attendance record.

-- keeps suppertime attendance data for School Food Service reimbursement
on file for three years, available for School Food Service audit.

-- enters new day care homes and children in register; makes three copies
of register admission slips for bookkeeper, data collection, and
office files; slips include salary information and family composition.

-- keeps register up to date. Enters date of entrance, date of termination,
age of the child, caseworker if applicable, and fee.

-- files DSS clearance forms.

-- files all information received on day care home mothers in their
folders.

-- is responsible for keeping an ample supply of all forms, policies,
applications and inspections in the files.

-- sends for references for prospective day care home mothers.

-- is responsible for typing and collating monthly newsletter.

-- is responsible for keep. ng an ample supply of training manuals
available.

-- keeps check list of prospective day care home mothers up to date.

-- upon request of director, applies for city license, state DSS
certification, and state registration for new day care home mothers.
keeps a dated log of when the above was sent for each day care home.
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JOB DESCRIPTION

FAMILY DAY CARE EDUCATIONAL SPECIALIST

The educational specialist:.

-- is responsible for selecting and showing filmstrips to children in
day care homes. \

-- is responsible for selecting and listening to tapes on child care or
related subjects to be used in the continuous training of day care
home mothers in their homes.

-- makes original tapes to express ideas and suggestions developed by
the day care home mothers and staff to cover topics of particular concern.

-- is responsible for tape recorders placed in day care mother's home.
Makes a record of when each tape and each recorder is placed.

-- develops educational kits for each day care home mother to keep in
her home, changing materials periodically.

-- is responsible for previewing all educational materials and equipment
(literature, books, tapes, catalogues, etc.). Reports findings and

suggestions to director - all purchases will be approved by director.

-- makes a monthly schedule of visitation to day care homes - gives
schedule to secretary so that she can make copies to be sent to each
day care home mother and the director.

-- assists in training new day care home mothers.

-- is responsible for parent involvement - presides over parent meetings
when necessary.

-- takes slides or films of children in day care home for use with parents
and possibly for training.

-- delivers toys and supplies when necessary.

-- assists in keeping office clean.

-- conducts simple workshops for day care home mothers and parents
(entire staff will help with this).

-- is responsible for book list in monthly newsletter.

-- is available for office duty if needed.
t.

-- assists day care home mother in planning and carrying out field trips.
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sends a list of all prospects and terminations to the Guilford County
Department of Social Services, state day care consultant and notifies
city agency'when day care home terminates.

-- keeps a record of all bills and purchases that come in for day care
homes. Sends a copy of each signed bill to the bookkeeper for payment.

-- keeps an accurate record of all office supplies and equipment used by
day care homes, (paper, stamps, notebooks, trash cans, light bulbs,
etc.).

-- helps keep office clean.

-- takes request for care when necessary.

-- informs state day Care consultant of each training session for
new day care home mothers.

-- assists in fee collection each week.
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JOB DESCRIPTION

FAMILY DAY CARE RECRUITING SPECIALIST

The recruiting specialist:

-- recruits new day care home mothers.

-- visits home, interviews day care home prospect, writes up visit,

evaluates - gives information to secretary for filing.

-- picks up application if it has not been mailed in.

-- is responsible for advertising and publicity.

-- follows up contact visits and calls.

-- assists in opening new homes.

-- is responsible for compiling information for newsletter each month.

-- assists director in placing children and interviewing parents.

-- prepares for the bookkeeper bi-monthly statements of payment due the

family day care mothers.

-- is available for any emergency in case any day care home mother needs

a substitute for temporary care.

-- helps keep office clean.

-- keeps equipment inventory up to date.

-- informs director when basic equipment needs to be bought or repaired

or when equipment is beyond repair.

-- takes request for care -makes appointments for parent interviews.

-- is responsible for special support services to seven day care home

mothers on a regular basis.*

*Each Family Day Care Unit staff person has a similar assignment which
creates a more consistent, individualized support system.
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111
WORK SCHEDULE

FAMILY DAY CARE RECRUITING SPECIALIST

MONDAY

No home visits or home interviews will be scheduled.

Pick up equipment from any homes that have been terminated.

2 hours - Clean storage area and repair toys and equipment.
If toys are beyond repair, make a report in writing. Provide
a folder for "toys beyond repair" to keep for future reference.
If toys or equipment need to be fixed or assembled by maintenance
staff, ask the secretary to fill out request-for-maintenance
form.

1 1/2 hour - Check the number and kind of toys and equipment in
each home you serve. Supply sufficient quantity of toys for

the number and age of children in each home, keeping up to date
with new placement and termination of children in addition to
changes in age-appropriate toys.

1 hour - Make toys, sheets and blankets.

1 hour - Read articles or books for self improvement or to find
material for the newsletter, or this hour may be spent compiling
newsletter.

The rest of the day is to be spent in the office for telephone
interviews, parent interviews, placement of children, etc. Pick

up pastry at local bakery. If the end of the month falls on
Monday, pick up attendance and meal reports and get these in to
the secretary.

TUESDAY, WEDNESDAY, THURSDAY

Make a permanent schedule for visits to two homes on each of the

above days. Visits to prospective family day care mothers, emergency
caregiving, delivery of equipment to new and existing homes may be
scheduled around visits. Make plans to take each family day care
mother and her children to visit a center once a month, and arrange
this schedule with the mothers in advance.

FRIDAY

Pack each box you plan to deliver the next week. New or donated
toys are to be cleaned and put in inventory within the week they

are delivered to UDCS. Toys and equipment brought in from toy
exchange are to be cleaned and put back into inventory within the
week they are picked up.
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JOB DESCRIPTION

FAMILY DAY CARE TOY DEMONSTRATOR

The toy demonstrator:

-- is responsible for toy exchange once every two

r

eeks.

-- makes toy selections for distribution on basis of ages and-developmental
stages of the children in a given home N____ olL

.

-- delivers and demonstrates specific toys to children and day care home

mothers; points out the value of play and toys to children.

-- keeps an accurate record of toys that are delivered to each home and

toys returned to office.

-- puts toys back in inventory after each pick-up and delivery; puts new

toys, in active inventory for distribution.

-- repairs and cleans toys when necessary.

-- reports toys that cannot be repaired by her to the director.

-- reports toys that have been damaged beyond repair to director so that"

they can be taken out of inventory.

-- assembles first aid and emergency kits.

-- makes schedule 9f toys - exchange on 25th of each month - gives to
secretary to make copies to be sent to each day care home that she

has assigned.

- - is responsible for equipment delivery and all needs of the day care
homes she has been assigned.

-- is available for any emergencies in case any day care home mother
needs a substitute for temporary care.

-- is responsible for returning all toys and equipment to inventory in
the event that one of her day care homes is terminated.

-- assists day care home mother in planning and taking children on field

trips.

- - helps keep office clean.

-- contributes to day care home newsletter.

-- answers telephone and takes message when necessary.

-- shows day care home mother how to make inexpensive toys for children

in her care.
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-- is responsible for toy list in monthly newsletter.

-- is a "scavenger" and makes use of any material.

-- provides each child in the homes that she services with an art box,
(crayons, scissors, paper, paint, glue, paint brush, etc.).

-- makes a report to the director each month on toys that may need to

be purchased, toys that have been broken, problems day care home
mothers may have, etc.

-- is responsible for keeping toy room clean and toys classified.

-- checks fire plan and fire extinguishers periodically; notifies

director if extinguisher needs recharging.

-- helps her day care home mother with School Food Service attendance

reports at the end of each month.

-- collects suggestions from suggestion box in homes she services.

-- is responsible for making sheets, blankets for homes she services

and others when necessary.

411
__ delivers tcys for other demonstrators when one has to be out.

-- for those toy demonstrators who will also provide emergency home care:

1) your home swill have met all the necessary requirements
for a day care home

2) you will take care of children in your home if a day care
home mother is ill, goes on vacation, terminates without
giving notice, or if the regular day care home mother is
incapacitated for more than 6ne day for any reason.

1
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WORK SCHEDULE

TOY DEMONSTRATORS

MONDAY

No home visits or home interviews will be scheduled.

Pick up equipment from homes that have terminated.

2 hours - Clean basement and repair toys and equipment. If

toys are beyond repair, make report in writing. Provide a

folder for toys beyond repair to keep for future reference.
If toys or equipment need to be fixed or assembled by
maintenance, ask the secretary to fill out request for
maintenance form.

1 1/2 hours - Check the number and kind of toys and equipment
in each home you serve. Supply sufficient quantity of toys
for the number and age of children in each home.

1 hour - Making toys, sheets and blankets.

1 hour - Read articles or books for self improvement or for

input in the newsletter. This hour may be spent compiling

newsletter when necessary.

The rest of the day is to be spent in the office for telephone
interviews, parent interviews, placement of children, etc. Pick

up pastry at local bakery. If the end of the month falls on
Monday, pick up attendance and meal reports and get these to the

secretary.

TUESDAY, WEDNESDAY THURSDAY

Make a permanent schedule for at least three home visits (for tor
exchange) on each of the above days. Emergency caregiving, delivery
of equipment to new or existing homes may be scheduled around home

visits. Make plans to take each day care home mother and her children

to a center to visit once a month.

When emergency care has to be given for one day or more in your oun
home, then the other toy demonstrator and staff will assume your
responsibilities for those days.

FRIDAY

Pack each box you plan to deliver the next week. New or donated
toys are to be cleaned and put in inventory within the week they

are delivered to UDCS. Toys and equipment brought in from toy

exchange are to be cleaned and put back into inventory within the
week they are picked up.
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A TOY DEMONSTRATOR'S HINTS ON MAKING
A TOY DELIVERY AND PICK-UP

When I take toys to a family day care mother, I record on a sheet of

paper each toy I am planning to take. This is done as I pick up each

toy and put it in the box to be delivered. I describe each toy enough

to identify it when I go back to the family day care home to pick it up -

color, size, item. The books, puzzles, and records I list by name. A

copy of the list is given to the family day care mother.

When I pick up toys that were left the visit before, I check them off

my list in the office when I get back and put the date they were returned,

and put the toys back into inventory in the storage and equipment room.

If a toy is lost, broken, or completely destroyed, I make a notation

beside the listing for that toy. I then make a note for the secretary's

record. This !nformation is then available when a complete inventory

is made. If the toy was lost or destroyed, we may want to replace it;

if it was broken, an "O.K." indicates it has been or can be mended and

placed in circulation again.

If a family day care mother wants to keep a toy item because her children

would like it for a longer period of time, it is not checked off her

list until it is returned.
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NOTES ON KEEPING AN INVENTORY

FOR LARGE EQUIPMENT

When items are purchased, they are entered in the toy and equipment

inventory notebook in red under the IN column and added to the

column Balance on Hand.

-- When items are delivered to the day care homes, the family day care

mother's name is entered under the column ISSUED TO and the number of

items recorded under the OUT column and subtracted from the previous

total under the column Balance on Hand.

-- When items are sent back from the day care home, the item is.recorded

in the IN column with the family day care mother's name in the

ISSUED TO column adding "(inventory" by her name, indicating it is

being placed back in inventory and again added to the column Balance

on Hand.
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Date I Issued To In Out
Balance
On Hand

2/18/741 Inventory to date 18 18/18

2/19/74 Brown 1 18/17

2/19/74 Gaster 1 18/16

2%22/74 McNeil (Inventor ', 1 18/17

4.

44

)

54
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PROCEDURE FOR COLLECTING FEES

1. Make schedule for collecting fees.

2. Collect fees on Monday afternoon only, according to schedule.
If parent has failed to leave fees on Monday, the day care
tome mother should refuse to keep the child unless an acceptable
arrangement has been made with the Family Day Care Director.
Fees will be collected the following Monday and child will
not be cared for by the day care home mother until fee is paid.

3. Use petty cash to make change. Keep petty cash and money
from fee collection in bank pouch.

4. Family day care mother must,write a receipt for the parent,
for central office and one to be kept by her.

5. Check or cash and corresponding receipt should be clipped
together as they are collected.

6. Return to office after all collections are made.

J. Add receipts
Add cash

Add checks
The total amount of cash and checks should equal to the total
amount of receipts before bank deposit.

8. Make duplicate deposit slips for amount collected.

9. Deposit money in the bank.

10. Return duplicate deposit slips, receipts and fee sheet to
central office bookkeeper.
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SECTION II. ADMINISTRATIVE STAFF FORMS

A. Application for Staff Position (in Family Day Care),
United Day Care Services

B. United Day Care Services Leave Record

C. Request for Reimbursement

D. Self-Evaluation Guide for Family
Day Care Staff

Performance Appraisal for Family Day Care Unit Staff,
and Employee Performance (Three Forms for Evaluation
of Staff and Family Day Care Mothers)

E. Family Day Care Monthly Report

50



FAMILY DAY CARE
APPLICATION FOR STAFF POSITION

United Day Care Services
808 North Elm Street

Greensboro, North Carolina 2740

1. NAME: (Mr., Mrs., Miss, Ms.,)

Today's Date:

.4%

Social Security Number:

(Last) (First) (Middle)

2. ADDRESS: PHONE:

3. AGE: SEX: DATE OF BIRTH: HEIGHT: WEIGHT:

4. DATE OF LAST PHYSICAL EXAMINATION: ANY PHYSICAL HANDICAPS?

5. SERIOUS PHYSICAL OR MENTAL ILLNESS WITHIN THE PAST FIVE YEARS:

6. IN CASE. OF illFROFNCY, NOTIFY:

7. RELATIONSHIP:

8. MARITAL STATUS:

PHONE:

NAME OF SPOUSE, IF MARRIED:

9. IS SPOUSE EMPLOYED? BY WHOM? POSITION:

10. NUMBER OF CHILDREN: WHO CARES FOR THEM WHILE YOU WORK:

(-0Plx. 9 SITION APPLIED FOR (Circle one): TEACHER ASSISTANT TEACHER ADMINISTRATIVE CLERICAL

FOOD SERVICE MAINTENANCE SUMMER CAMP SPECIALIST (State area):

12. WHEN AVAILABLE TO BEGIN WORK: SALARY EXPECTED:

13. ARE YOU NOW EMPLOYED? IF SO, MAY WE CONTACT YOUR PRESENT EMPLOYER?

14. FIELDS OF WORK FOR WHICH YOU ARE LICENSED, REGISTERED, OR CERTIFIED (Give dates):

15. IF APPLYING FOR CLERICAL POSITION, LIST OFFICE MACHINES AND PROCEDURES WITH WHICH YOU ARE

FAMILIAR, AND PROFIENCY:

16. EDUCATIONAL BACKGROUND:

NAME AND LOCATION
OF SCHOOL

DATES
FROM TO

GRADUATE?
IF NOT, WHY?

411

Elementary, High
School, or GED

Vocational

Collego
(Major)

Graduate School
(Maj or) 57



1. EMPLOYMENT RECORD: Include summer and volunteer. employment. List most recent employer first.

UNE, COMPLETE ADDRESS, PHONE
)F PIOUS EMPLOYERS:

DATES
FROM TO

KIND OF WORK AND
NAME OF SUPERVISOR SALARY

I REASON FOR
LEAVING

Z.

3.

F4.

. REFERENCES: Do not use relatives as references. Use COMPLETE addresses.

NAME COMPLETE ADDRESS(include zip code) PHONE NO. OCCUPATION

3USINESS: (Former Employer, etc.)
I.

3HAR4112R:

1. .,
.

3HARACTER:

3.

. SPECIAL SKILLS OR INTERESTS (if desired, attach a second sheet including any other'pertinent
information you would like us to know about yourself):

. ORGANIZATIONS TO WHICH YOU BELONG:

. HAVE YOU EVER BEEN DISCHARGED OR ASKED TO RESIGN FROM ANY POSITION? IF YES, PLEASE

EXPLAIN:

. WHO SUGGESTED YOU MAKE APPLICATION WITH UNITED DAY CARE SERVICES?

Information furnished will be treated as confidential data. All employees are accepted for

employment on a temporary basis with a probationary period of six months during which time

they may be terminated without advance notice.

ISE READ CAREFULLY:

I hereby certify that all answers and statements in this application are true. I understand

that any mibrepresuniation or omissiun of information will void this appll.cation or be cause

for dismissal, if employed. 58
REVISED: 8/26/74 n 11



Year

Name

!':I It DAY CAP,E SFRV1 CFS

a e Reck)] d

Thb onvi z, lc ;,,,rt on 611c -in each centeA o' pAognam unLt.
t'tleugheat the 'teal and wite hand (*A

tuts 5` " PhOitc't'S Con6etence JanuaAy. Ptecoe
( 4 tito or:'e,!tico and Sap(' 50,t/Dikectek.

leave Acenmulat,
Ple1,1,,us

4-

Date of Imployment Center or Unit

Vac it ion

AWC 1 cHt YU (with permission)

1

7,1,.at 1CCave Leave Other
! t :tont Pay With Pay_ CFxolain) Comments

411

r

L

t--*

TOTAL For ie tt I L.
Caltted tn.', 1 (, ,

itttb permis.:14.,n)
Vo 1 I ow 1 iv \ e,ir 1

i I

I hereby ce 1 t i t t f it t 1 't. `', I, , ! ' I cotrect. Date:

Employee: Di recior/Supervi sor
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REQUEST FOR REIMBURSEMENT

Name of Program FAMILY DAY CARE UNIT

Printed Name of Person to be Reimbursed

Date Submitted

50

Complete in DUPLICATE. Send one copy to the Central Office.

Retain one copy for your files until reimbursement is

received. Use to request reimbursement for authorized
expenses when no over-night out-of-town travel is involved.

Date Item or Destination Mileage Amount

Signature of Person to be Reimbursed

Total to be Reimbursed $

Signature of Program Director Central Office Approval

60



SELFEVALUATION GUIDE FOR FAMILY DAY CARE STAFF

(NAME)

(ADDRESS)

(DATE)

CONFERENCE WITH DIRECTOR

DATE

DIRECTOR
(Signature)

61

Check one:

( ) Director's copy

( ) Staff member's copy

51
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SELF EVALUATION GUIDE FOR FAMILY DAY CARE STAFF

(On A and B indicate evaluation in numerical order,
-using numbers 1 through 5; 5 meaning high and 1 low)

A. Personal Qualities and Attitudes

Am I - Friendly?

Am I - Neat in appearance?

Am I - Clean?

Am I - Punctual?

Do I - Observe working hours?

Am I - Dependable?

Am I consistant?

Do I - Know to do and do all Parts of my job?

Do I - Learn all I can about my work?

Do I - Try to do the most important work first?

Do I - Plan each morning what I want to accomplish that day?

Do I - Try to devise ways to improve the work of my unit?

Do I - Try to improve the way I do my work?

Do I - Work quickly and efficiently?

'Do I - Do my work in the easiest way?

Do I - Know the why of everything I do?

Do I - Accept responsibility for my share of work?

Do I - Try to do all I can?

Do I - Seek help when I need it and recognize my weakness?

Am I - Unafraid to admit failure?

Am I - Proud of the way I do my work?

Do I - Set standards by which I measure my performance?

Do I - Find my work intersting and satisfying?

Do I - Maintain good working relations with others?

62



Do I - Help others when needed?
53

Do I - Avoid griping?

Do I - Treat my supervisor as fairly as I want to be treated?

Do I - Work to get ahead instead of complaining because .don't?

Do I - Keep myself physically and mentally fit for my work?

Am I - Willing to learn?

Am I - Willing to take part in Center and Agency activities?

(meetings, workshops, conferences, etc.)

Do I - Respect rights of parents, the day care home mother and

other staff?

Do I - Make suggestions with honest tactfulness?

Do I - Listen to children, parents and co-workers?

Do I - Have a sense of humor?

Do I - Recognize my strong points and special talents?

Do I - Recognize and control my hostile thoughts, fears and

negative feelings?

Do I - Have a pleasing voice?

Do I - Gain satisfaction through trying new experiences?

B. 6kills in Working with Children and Day Care Home Mothers

Knowledge of child development

Use of positive approach

Ability to relate to day care home mother

Ability to help children and day care home mother accepts

limits

Ability to remain controlled in difficult situation

Ability to use good judgement in emergencies

Creative use of materials

63
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Ability to help day care home mother plan and organize
activities according to ability, needs and interest of
children in the following areas:

Motor development

Language development

Art and music experiences

Science experiences

Toilet training

Eating experiences

Resting

Ability to help day care home mother plan activities for
children with special problems, emotional or physical

C. Describe Your Frustrating Experiences

Describe Your Satisfying Experiences

6
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PERFORMANCE APPRAISAL FOR FAMILY DAY CARE UNIT STAFF

A - Above Average
B - Average
C - Needs Improving

A. Personal Qualities and Attitudes

Am I friendlr?

Am I neat in appearance?

Am I clean?

Am I punctLal?

Do I - Observe working hours?

55

Am T Dependable?

Am I consistent?

Do I - Know how to do and do I do all parts of my job?

Do I - Learn all I can about my work?

Do I - Try to do the most important work first?

Do I - Plan each morning what I want to accomplish that day?

Do I - Try to devise ways to improve the work of my unit?

Do I - Try to improve the way,I do my Work?

Do I - Work as quickly and efficiently

Do I - Do my work in the easiest way?

Do I - Know the why of everything I do?

Do I - Accept responsibility for my share of the work?

Do I - Try to do all I can?

Do I - Seek help when I need it and recognize my weakness?.

Am I - Unafraid to admit failure?

Am I - Proud of the way I do my work?
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Do I - Set standards by which I measure my performance?

Do I - Find my work interesting and satisfyine.

Do I - Maintain good working relations with others?

Do I - Help others when needed?

Do I - Avoid griping?

Do I - Treat my supervisor as fairly as I want to be treated?

Do I - Work to get ahead instead of complaining because
I don't?

Do I - Keep myself physically and mentally fit for my work?

Am I - Willing to learn?

Am I - Willing to take part in center and agency activities?
(meetings, workshops, conferences, etc.)

Do I - Respect the rights of parents, the day care home
mother and other staff?

Do I - Make suggestions with honest tactfulness?

Do I - Listen to children, parents and co-workers?

Do I - Have a sense of humor?

Do I - Recognize my strong points and special talents?

Do I - Recognize and control my hostile thoughts, fears and
negative feelings?

Do I - Have a pleasing voice?

Do I - Gain satisfaction through trying new experiences?

6G



B. Skills in Working with Children and Day Care Home Mothers

Knowledge of child development

Use of positive approach

Ability to relate to day care home mother

57

Ability to help children and day care home mothers accept
limits

Ability to remain controlled in difficult situation

Creative use of materials

Ability to help day care home mother plan and organize
activities according to ability needs and interest of
children in the following areas:

Language development

Art and music experiences

Science experiences

Toilet training

Eating experiences

Resting

Ability to help day care home mother plan activities for
children with special problems, emotional or physical

C. Use this space for any suggestions or criticisms that you feel will
be helpful to the unit.

Comments:
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EMPLOYEE PERFORMANCE APPRAISAL

58

Complete quarterly in DUPLICATE -.send one copy to Central Office (Personnel)

EDUCATIONAL TRAINING:NAME:

1

IANGTH OF EXPERIENCE: PLACEMENT: POSITION:

I

....

Zete this EMployee Performance Appraisal sheet by checking the
propriate rating in line with how, you feel this-person functioned under

direction. Supervisor should complete all areas and employe.:. should
ke comments if desired.

RATING

ATTITUDE

ATTENDANCE

PUNCTUALITY

JOB REQUIREMENTS
FALLEN FAILED

EXCEEDED MET SHORT OF TO MEET UNKNOWN

PUNCTUALITY,

QUALITY OF. WORK

INITIATIVE

.JOB INTEREST

GROOMING.

RELATIONS WITH CO-WORKERS

RELATIONS WITH SUPERVISORS

SUFERVISORY POTENTIAL

DEI-2E; BILITY

ABILITY TO FOLLOW
INSTR CTIONS

....,e--r".'"'

PARTICIPATION IN
WORKSHO S, TRAINING
SESSIONS, CENTER

'ACTIVITIES

G8

11,

(Please complete other' side)



NUMBER OF DAYS LEAVE IN PAST # MONTHS: Sick Leave, LWP, LWOP)

PROBLEM AREAE7 WHICH AFFECT JOB PERFORMANCE AND PROFESSIONAL GROWTH:

SPECIFIC COMMENTS ON AREAS THAT CONTRIBUTE TO JOB PERFORMANCE AND

PROFESSIONAL GROWTH:

COMMENTS BY EMPLOYEE:

EMPLOYEE SIGNATURE:

SUPERVISOR SIGNATURE:

SUPERVISOR POSITION:

When used for center staff appraisal, may be used in conjunction with
Lesson. Plans which are evaluated. weekly.
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FAMILY DAY CARE MONTHLY REPORT

UNITED DAY CARE SERVICES

(Month) (Year) (Superirisor)

I. HOMES

1. Number of homes open at beginning of month

2. New homes opened during month,

3. Homes terminated during month

4. Number of homes open at end of month

5. Number of day care homes now being processed
for opening

6. Number of day care home mothers who are, or have
been, DSS recipients.

II. CHILDREN ENROLLED
Age: Under two Over two Total

1. Beginning of month

2. New children placed

3. Children terminated

4. Enrollment at end of month

III. ACTUAL CAPACITY OF HOMES
Age: Under two Over two Total

1. Beginning of month

2. Spaces added during month

3. Spaces closed during month

4. Actual capacity at end of month

5. Children enrolled at end of month

6. Spaces open at end of 'month

IV. PART-TIME

1. Number of children in part-time placement

2. Number of part-time space available at end of month

7 0
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SECTION III. THE FAMILY DAY CARE MOTHER'S ORIENTATION

A. Recruitment

B. Public Service Announcement (for Radio & TV)

C. Sample of a Recruitment Flyer

D. Basic Requirements for being a Family Day Care

Mother (UDCS)

E. Requirements for Family Day Care Homes (UDCS)

F. Initial Contact with Prospective Family Day Care Mother

G. Record of Telephone Interview or Office Visit

H. Home Visit and Personal Interview: Procedures and Notes

I. Policies for the Operation of Family Day Care Homes (UDCS)

J. Special Food Services Feeding Program for Children
in Day Care (UDCS)

K. Teacher's Roll and Record Sheet (used by all UDCS units)

L. Secretary's Record (Daily Request for LuncheS)

M. Basic Understandings between a Family Day Care Mother
and United Day Care Services, Inc.

71



61

RECRUIT/I/LITT

United Day Care Services, Inc. is a non-profit commtrity sponsored

agency which makes it possible for the Family Day Care Unit to request

public service announcements on radio and television to arouse interest

and to recruit family day care mothers.

In addition to word-of-mouth, radio, and television notices, the

Unit places ads in the local paper and distributes "flyers" (see copy)

in recreation rooms it housing developments, in grocery stores, in day

care centers, and other locations where there is believed to be need

for additional child care facilities. 'Deny of the more recent partici-

pants in United Day Care Services' Family Day Care Unit became interested

because they heard about the program from the women in their neighbor-

hood who are family day care mothers.

The fee for family day care is low, and in addition, United Day

Care retains a portion of the fees to finance the agency's costs to main-

tain a family day care system. The rather who wants to operate her own

family day care home independently can do so, provided she has the

necessary money or credit rating to offset the start-up costs. The

United Day Care Services family day care affiliation appeals to those

women who,can be satisfied oith a small supplement to their family

income, who may not be able to arrange start-up costs, or who want the

back-up support the ageric-y provides for emergencies, illness, etc.

The applicant may apply for either one or a combination of these reasons.
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PUBLIC SERVICE ANNOUNCEHENT

NOTICE NOTICE NOTICE:

WOULD YOU LIKE TO HELP YOUR COMMUNITY?

Help mothers to go to work by opening

a Family Day Care Home in your community,

keep children that are not old enough to

enroll in a day care center. Your

community needs you.

If interested call United Day Care Services,

Family Day Care Home Unit 273-9451 -

Extension 3 or 4 for more information.
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BASIC REQUIREMENTS FOR BEING A FAMILY DAY CARE MOTHER (UDCS)

The prospective family day care mother must:

-- be age twenty-one or over;

-- be dependable (furnish two character references);

-- have a health certificate (clinic);

-- be free from family problems which may be harmful to the
interests of children;

-- be free from history of mental or physical disturbances;

-- have a cheerful disposition;

-- enjoy children;

-- be willing to accept the parents of children;

-- be able to read and understand written information related
to the program;

-- be able to learn;

-- agree to training before opening a day care home;

-- be able to respond to training;

-- be able to handle emergency situations;

-- be willing to cooperate with United Day Care Services;

-- be able to keep simple records and make reports to family day
care unit director and staff; and

-- keep her home free from conditions which would be hazardous to
the physical welfare of the children.
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REQUIREIENTS FOR FAMILY DAY CARE HOIIES (UDCS)

1. Indoor space: 35 square feet per child if more than two children

are kept.

2. Outdoor space: 100 square feet per child for all children over

12 months.

3. "Non-climbablefence at least four feet in height.

4. Health Department approved toilet and bath facilities, including
hot water.

5. A cot or bed for each child (not used by family). Cribs with

sides for child under 18 months; 300 cubic feet of air space per

child for sleeping; two feet between each cot.

6. Screens (protected windows).

7. Locked cabinets for harmful household substances; e.g., dish
detergent, cleaning supplies, ammonia, clorox, furniture polish, etc.

8. Adequate heating system capable of maintaining 72 degrees ;
ventilation.

9. Floors structurally safe.

10. House free from electrical or fire hazards.

11. Safe equipment for children.

13. Sanitary kitchen facilities -- no portable oil units or anything

without a vent.

14. Inspection by county environmental health department (sanitation

division) after request from day care home office.

15. Inspection by city fire prevention inspector and city building

inspec tor.

16. Day care home which is rented will require owner's approval,

plus approval for installation of fence.
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17. Day care home in housing pr)ject may need approval by housing

authority management.

18. Telephone required.

19. City issues privilege license when fire, building, and
sanitation requirements are met.

20. Home is registered with Office of Child Day Care Licensing.

21. Uaximum number of children must not exceed five children
including day care home mother's own children up to age 14 and
no more than two children under the age of two. (This new

ruling is not applicable to mothers already serving five children
exclusive of their school-age children who were operating under

an earlier waiver.)

22. Home is certified by Department of Human Resources, Division of

Social Services.

77
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INITIAL CONTACT WITH PROSPECTIVE FAMILY DAY CARE MOTHER

Telephone Interview or Office Visit

Procedures:

1. The recruiting specialist summarizes briefly the "basic
requirements for becoming a UHCS family day care mother."

2. Records pertinent information on interview record form.

3. Determines if the prospect has a telephone.

4. Discusses fence requirement.

5. Supplies information about rates, estimate of how much
the family day care mother can expect to earn, steps to
get home approved, necessary medicals, et cetera.

6. Sets up an appointment for Recruiting Specialist to visit
the prospect's home for a personal interview and initial
evaluation of the home for city licensing.

73



RECORD OF TELEPHONE INTERVIEW OR OFFICE VISIT

Name Date of Inquiry

68

Address

Telephone No. (own telephone)

(number where she can be reached)

Age

Number of children in the home under 6

Number of children in the home under 14

TOTAL

How she became interested in program; referral to program (e.g., a friend,

TV announcement, etc.)

Home:

Fence:

owns

has fence

rents

would need financial assistance

permission to install needed
(from landlord, housing authority, etc.)

Marital status ; husband in the home

Previous experience caring for children other than her own

Would recommendations be available regarding this experience; if so,

through whom

Educational background (explain need to read to children, keep some

records, etc., stress willingness to learn)

Appointment Date and Time

NOTES:

7'
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HOME VISIT AND PERSONAL INTERVIEW

Procedures:

1. Discuss prospect's reasons for wanting to become a family

day care mother.

2. Observe - - - her ideas about child care

- - - how she relates to the children in the home

- - - her personality

- - - her general appearance

- - - the general appearance of the home

3. Discuss UDCS goals and expectations for children.

4. Discuss Policies:

a. UDCS Basic Requirements for being a family day care

mother.

b. UDCS Requirements for family day care homes.

c. UDCS Policies for the operation of family day care homes.

d. UDCS Special Feod Services feeding program for children

in day care.

e. UCCS Understandings between a family day care mother

and UDCS, Inc.

5. Share family day care home profile.

Notes:
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POLICIES FOR THE OPERATION OF FAMILY DAY CARE HOMES (UDICS)

1. Sleeping and educational play equipment will be loaned to the
family day care mother.

2. Home emergency supplies will be furnished by UDCS when the home
opens, and replaced by the family day care mother as necessary.

3. Bed linens and bath
care mother and are
When a child leaves
launder the child's

linens are to be supplied to the family day
to be laundered by the family day care mother.
the home, the family day care mother show d

linens and return them to the director.

4. The mother of each infant will furnish:
a. formula
b. baby food
c. diapers

d. powder

e. baby soap
f. comb
g. brush

h. complete change of clothing

5. Mothers of older children will furnish diapers, training pants, comb
and other necessary articles of clothing so that a change is always

in the home for the child.

6. Food will be delivered to the day care homes from the central

kitchen. Daily attendance records and a record of each meal
delivered to the home are kept by the family day care mother. At the

end of the month these records are sent to the central office. Central
kitchen is reimbursed for food on the basis of the children's

attendance data. Meals and snacks are provided for children only.

7,, The director of the family day care t.nit will visit the day care
home frequently to evaluate the care given the children by the family
day care mother and to offer her assistance and support.

8. When a child becomes ill during the day in the day care home, he is
to be isolated from the other children. His mother or father is to
be contacted and arrangements made for him to go home. He needs to

be free of fever for twentyfour hours before returning to the day
care home.

9. T7hen the family day care mother is ill, the director of the family
day care unit is to be notified and the home closed for the duration
of the illness, unless the family day care mother can be isolated
within the home and a substitute mother secured to care for the

children. If not, the children in care will be placed in an

emergency day care home until the family day care mother can resume
her duties. The family day care mother is given five sick leave
days per year,

81
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10. Arrangements for vacation time for the family day care mother arca to
be made with the director and with the parents. The family day care
mother will receive payment for the days the home is closed if she
has been with the agency for one year. Children will be placed in
the certified eme':gency day care home when the family day care mother
is on vacation.

11. Fees for care are: $18.50 per child full time and $10.00 after
school. The full fee will be charged for any week during which the
child is enrolled. Therefore, if the child is enrolled and does not
attend, for any reason, the regular fee is still required. The cost
of having a space available for ths child continues regardless of
whether the child attends. A holding fee of $9.25 will be charged
parents during their vacation time. Parents will be allowed two
vacation weeks in one twelve month period.

12. The family day care mother will be paid on a per child basis,. She

will receive 2/3 of the total fee ($18 50) per child receiving care.
A check will be issued from the United Day Care Services Central Office
every two weeks and will be her earnings for the prior two weeks. The

family day care mother's'earnings will increase $1.00 per child per
week at the end of one year's continuous operation. Full time'- 2/3
of $18.50 = $12.50 per child per week; after-school - 2/3 of $10.00 =
$6.50 per child per week.

13. Holidays - family day care homes will be closed on New Year's Day,
Easter Honday, July Fourth, Labor Day, Thanksgiving Day, the day before
Christmas, Christmas Day, and the day after Christmas. The family day
care mother will.bepaid for these holidays.

14. Family day care mothers have the privilege of deciding what age

children they will accept in the home, and what hours they will provide
care.

15. Hours - Hours of care are to be arranged by the family day care mother
with the assistance of the director. A day is considered to be no
more than nine hours. Parents are expected to bring and pick up
children at the times agreed upon'in the placement visit, unless the
family day care mother has been called by the parents and has agreed
to a change. Parents who do not pick up the child at the time set for
departure, may be charged for overtime at the rate of $1.00 per hour
or any portion of an hour. The payment for overtime will go to the

family day care mother. The family day care mother may refuse to
accept a child who is brought before the time set in the original
agreement. Any difficulties should be referred to the director. The

family ,day care mother may also refuse to accept a child if the parent
is habitually late picking the child up.

16. The children receiving care in day care homes of United Day Care
Services are covered by accident insurance while in the home and while
on the way to and from the day care home. This coverage will pay all
the child's accident-related medical expenses. This does not replace
any hospitalization coverage parents may have.

ti
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17. A toy demonstrator will visit the home twice a month. The, toy exchange

wi__ be scheduled every two weeks and the schedule mailed to each
family day care mother. Toys are to be washed, dried, placed in plastic

bags or boxes and ready to be picked up by your toy demonstrator.
Toys that need mending should be reported at the time of exchange.

18. Daily care records are to be kept for a't least three months after
placement of a child under one year of age. This record May be stopped
after the child is a year old. Daily attendance is kept and reported
to the day care home secretary when she calls to do the food service
report for the daily food delivery and for the end of the month reports.

19. Medical examinations of the day care home family members must be

renewed once each year. Medical examinations of day care children
under one year must be renewed every four months and renewed once a
year for children over one year of age.

20. The care of the children should come before housekeeping chores.

21. The child's folder should include:

a. application
b. personal history
c. medical form
d. contact and emergency card
e. daily care record for children under one year
f. schedule for .sleeping and eating

22. The family day care mother's notebook should include:

a. medical certificates for herself and family
b. copy of permission for sanitation inspection
c. city privilege license
d. state DSS certification form
e. copy of permission from Housing Authority, if applicable
f. copy of agreement with United Day Care Services
g. children's attendance record
h. record of supplies and equipment loaned by United Day Care

Services (date received and date returned)
i. policies for family day care homes
j. food records for milk delivery and lunch delivery and for

breakfasts and snacks served
k. memos from day care home director
1. registration with Office of Child Day Care Licensing

23. Medication may be given to a child only when there is written permission
from the child's parents and the medicine is prescribed by a doctor.

24. The Education Specialist will visit the day care home at least once a
month for in-service training of the family day care mother.

25. Shen the family day care mother decides to terminate her agreement with
United Day Care Services, she must give the director a two weeks'
notice. Parents are to be notified by the family day care office and
arrangements made for the care of children. The last day of care should
be Friday, and equipment should be cleaned and made ready for pick-up
on Monday.
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SPECIAL FOOD SERVICES FEEDING PROGRAM FOR CHILDREN IN DAY CARE (UDCS)

Children who are not on baby foods and formula will be fed from the

UDCS central kitchen. The family day care mother will receive from

the agency dietician four weeks' lunch menus as well as suggestions for

breakfast and snacks. Lunches and milk will be delivered each day to

the family day care home. Additional juice, crackers, etc. which are

listed on the menus for the family day care mother to prepare and serve

at breakfast and afternoon snack time will be delivered twice a mot.th

from the central warehouse. (No lunches or other foods are to be used

by adults.)

The attendanze records kept by the family day care mother and the family

day care secretary will be used as a means of validating the number of

children's meals and snacks the mother requests during the week for agency

reimbursement records. Each family day care mother telephones the family

day care unit secretary to place her lunch order each day, and she must

place the order by 9:30 aon.

During the training session before the home is opened and during in-service

training, the family day care staff and dietician will work closely with

the family day care mother to guarantee that nutrition education is an

important component of the program. Parents will be involved through

shared information and activities. The menus will be posted where the

family day care mother can easily call the attention of the parents to

the kinds of foods being served to their children. It will be the

responsibility of the agency dietician to work closely with family day care

mothers to help them insure sound, nutritionally balanced meals for the

children and to help them in sharing nutrition information with parents.

All reimbursements for food are made directly to the agency from the Special

Food Services program. 84
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SECRETARY'S RECORD

Day Care Homes
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BASIC UNDERSTANDINGS BETWEEN A FAMILY DAY CARE MOTHER
AND

UNITED DAY CARE SERVICES, INC.

The undersigned parties agree to become associated with United Day Care

Services, Inc., for the purpose of operating a family day care home in

Guilford County, North Carolina. The home is to be operated in

accordance with the existing policies and procedures, which will include

at least the following:

The family day care mother will:

provide facilities which meet the privilege licensing requirements
of the City of Greensboro, North Carolina.

-- provide facilities that meet requirements for certification by the
North Carolina State Department of Human Resources, Division of
Social Services.

-- register the home with the Office of Child Day Care Licensing, Raleigh,
North Carolina.

-- take training required by United Day Care Services.

-- care only for children placed in her home by United Day Care Services

-- keep necessary records in a file fo.- vIch child.

-- launder sheets, blankets and towels -sed by children.

-- prepare and serve breakfz...%s and afternoon snacks, and serve and
supervise lunch for children eating table food.

-- cooperate with the family day care director of United Day Care Services.

-- be willing to work with and respond tJ the Educational Specialist and
participate in agency in-service training and related activities which
will enhance her capabilities as a family day care' mother.

-- be willing to take suggestions from and cooperate with the Toy
Demonstrators.

-- be responsible for safety of children while they are in the home,
remembering never to leave any child alone at any time in the home
or in a parked car.

8B
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-- keep necessary records in a file on herself and each family member,
(including city privilege license, inspection records, state certifi-
cation, registration forms and medical examinations).

-- if the agency is involved in research related to children and day
care, she will cooperate with the research effort. When notified
in advance by the director that the agency has approved a research
effort she may, for example, be asked to admit a researcher to
administer a test to a child, and to answer questions about the
child's development.

-- she will not object to having pictures made of the children and
her name.

-- she will permit visits and observations by guests of the agency who

are interested in children and studying family day care.

-- give at least two weeks notice before closing her home terminating
her affiliation with United Day Care Services.

-- pay balance of any loan within 30 days of termination, or agree
to remain active in the program until the loan has been repaid.

89
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United Day Care Services will:

-- pay the family day care mother $12.50 per week for each child placed in
her home. An additional one dollar ($1.00) is added to this amount for
each child after the family day care mother has been with the agency for
a year.

-- loan basic equipment and materials necessary for the operation of the
day care home.

-- be responsible for working with parents who present problems in regard
to fee payments.

-- provide supervision and guidance which will support the family day care
program and the mother in her service to children and families.

-- register the family day care home with the Office of Child Day Care
Licensing, Raleigh, North Carolina.

-- provide substitute care for children in her care when the family day
care mother is Ill, on vacation, or has an emergency situation.

-- be responsible for handling accident insurance when the children have an
accident in the day care home or in route to and from the day care home.

PAID HOLIDAYS: The following holidays will be observed: New Year's Day,
Easter Monday, Fourth of July, Labor Day, Thanksgiving Day, the day before
Christmas, Christmas Day, and the day after Christmas. When any of these
holidays fall on Sunday and are observed as legal holidays on Monday, they
will be observed by United Day Care Services personnel on Monday also.

PAID VACATION: After one year of employment all family day care mothers
will be given one week paid vacation. This vacation week may be taken at
a time agreed upon by the family day care mother and the director.

90
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PAID SICK LEAVE: After one year of employment all family day care mothers

will be granted five paid sick leave days a year. Sick leave shall not

be carried over from one year to another.

Sick leave may also be taken for the following reasons:

Sickness in the immediate family. The immediate family shall be
defined as mother, father, husband, wife, child or any relative

that lives in the home.

Death in the family: not more than three days may be taken.
Family shall be defined as husband, wife, child parent, brother,
sister, mother, father, mother-in-law, father-in-law lr grandparents.

Any days taken other than those specified above will be considered leave
without pay.

It is understood by both parties that a family day care mother is an
agency affiliate, but she is not an agency employee.

SIGNATURE:

FAMILY DAY CARE MOTHER

ADDRESS

UDCS FAMILY DAY CARE DIRECTOR

UDCS EXECUTIVE DIRECTOR

;.



SECTION IV. PROCEDURES FOR OPENING A MMILY DAY CARE HOME

A. Application for Affiliation with United Day Care
Services' Family Day Care Unit

B. The Family Day Care Mother's Responsibilities

C. Forms

1. Family Day Care Medical Report (adapted from
the Department of Human Resources form)

2. Fence Loan Agreement

3. Payment Record for Loan

4. Permission to Operate a Family Day Care Home

5. Sanitation Inspection Permission

D. Administrative Staff (UDCS) Responsibilities

E. Forms:

1. Reference

2. Application for a Privilege License (office copy".

3. Copy of a Privilege License

4. Building Inspection Report Form
Day Care Facilities for Children

5. Permanent Inspection Form Greensboro Fire
Prevention Bureau

6. Sanitation Inspection Report Form Family
Day Care of UDCS

9 2
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7. Request for Certification by Department
of Social Services

8. Notice of Certification to County Department

9. Letter of Certification to Family Day Care Mother

10. Certificate of Approval (Department of Human
Resources)

11. North Carolina Child Day Care Licensing Board
Response to Registration Inquiry*

12. Child Day Care Registration or Licensing

13. Checklist (UDCS Central Office) for each
prospective family day care mother and her

home

F. InHouse Register of Family Day Care Homes
(A Notebook)

1. Day Cara Home Register (Information Sheet)

2. Day Care Homes Admission Slip

G. Equipment and Supplies

H. Emergency Supply Kit

I. Procedure for Terminating a Family Day Care Home

*Each state may have different requirements for licensing or
certification; check with the appropriate agency for your state.

9 3
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APPLICATION FOR AFFILIATION WITH UDCS AS A FAMILY DAY CARE MOTHER

United Day Care Services
808 North Elm Street

Greensboro, North Carolina 27401

Today's Date:

Social Security Number:

1. NAME: (Mr., Mrs., Miss, Ms.,)
(Last) (First) (Middle)

2. ADDRESS: PHONE:

3. AGE: SEX: DATE OF BIRTH: HEIGHT: WEIGHT:

4. DATE OF LAST PHYSICAL EXAMINATION: ANY PHYSICAL HANDICAPS?

5. SERIOUS PHYSICAL OR MENTAL ILLNESS WITHIN THE PAST FIVE YEARS:

6. IN CASE vF EMERGENCY, NOTIFY:

7. RELATIONSHIP: PHONE:

8. MARITAL STATUS: NAME OF SPOUSE, IF MARRIED:

9. IS SPOUSE EMPLOYED? BY WHOM? POSITION:

10. NUMBER OF CHILDREN: WHO CARES FOR THEM WHILE YOU WORK:

11(ii0OSITION APPLIED FOR (Circle one): TEACHER ASSISTANT TEACHER ADMINISTRATIVE CLERICAL

FOOD SERVICE MAINTENANCE SUMMER CAMP SPECIALIST (State area):

12. WHEN AVAILABLE TO BEGIN WORK: SALARY EXPECTED:

13. ARE YOU NOW EMPLOYED? IF SO, MAY WE:CONTACT YOUR PRESENT EMPLOYER?

1,14. FIELDS OF WORK FOR WHICH YOU ARE LICENSED, REGISTERED, OR CERTIFIED (Give dates):

15. IF APPLYING FOR CLERICAL POSITiON, LIST OFFICE MACHINES AND PROCEDURES WITH timi YOU ARE
FAMILIAR, AND PROFIENCY:

16. EDUCATIONAL BACKGROUND:

NAME AND LOCATION
OF SCHOOL

Elementary, High
School, or GED

DATES
FROM TO

GRADUATE?
IF NOT, WHY?

vocational

Lollege

(Major)

raduate School
(Major) 94



16. EMPLOYMENT RECORD: Include summer and volunteer employment. List most recent employer first.

NAME, COMPLETE ADDRESS, PHONE
OF PREVIOUS FMPLOYFRS:

DATES
FROM TO

KIND OF WORK AND
NAME OF SUPERVISOR SALARY

REASON FOR
LEAVING

1.11//

2.

3.

4.

17. REFERENCES: Do not use relatives as references. Use COMPLETE addresses.

NAME COMPLETE ADDRESS(include zip code) PHONE NO. OCCUPATION

BUSINESS: (Former Employer, etc.)
1.

ClidiACTER:

214,
WW

CHARACTER:

3.

18. SPECIAL SKILLS OR INTERESTS (if desired, attach a second sheet including any other pertinent
information you would like us to know about yourself):

19. ORGANIZATIONS TO WHICH YOU BELONG:

20. HAVE YOU EVER BEEN DISCHARGED OR ASKED TO RESIGN FROM ANY POSITION? IF YES, PLEASE

EXPLAIN:

21. WHO SUGGESTED YOU MARE APPLICATION WITH UNITED DAY CARE SERVICES?

Information furnished will be treated as confidential data. All employees are accepted for

employment on a temporary basis with a probaticaary period of six months during which time

they may be terminated without advance notice.

IIILEASE READ CAREFULLY:

I hereby certify that all answers and statements in this application are true. I understand

that any misrepresentation or omissiun of information will void this application or be cause

for dismissal, if employed.

REVISED: 8/26/74 95
Si nature of A plicant)
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THE FAMILY DAY CARE MOTHER'S RESPONSIBILITIES

1. Discuss and begin implementation of:

arApplication for affiliation. with United
Day Care Services, including references

b) Medical report for family day care mother
and her family

c) Fence Loan Agreement and Payment Record
(fence or telephone)

d) Request for sanitation inspection in
writing

2. Discuss and begin implementation of:

a) City privilege license and inspections

b) North Carolina Department of Human Resources,
Division of Social Seivices' certification

c) North Carolina Office of Child Day Care Licensing
registration

3. Checklist

9 ti
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FAMILY DAY CARE MEDICAL ftEPORT

Name Age

Address

The person named above will be providing day care for young children. The

day care facility is certified by the Department of Social Services. In

order to protect both the staff and the children receiving care in the

facility, the sponsoring agency must have medical information of the persons

caring for children 3r employed in the day care program. The information

is maintained in the day care facility by the owner/director as evidence

that the person is free of any illness, including communicable disease,

and has no emotional or mental problems detrimental to child care.

This person has given the licensing agency permission to obtain his medical

record.

HISTORY OF ILLNESS: Yes* No Yes* No

Tuberculosis or other Fainting and Dizzy

pullkonary defects Spells

Venereal Disease

Typhoid Fever

Fits or Convulsions

Mental or Emotional
Disturbance

Date patient was last examined

Chest X-ray

Findings

Hypertension

Heart Trouble

Serious Defects of
Bones & Joints

Other Chronic
Diseaues

Date

.=

*Remarks

Please comment on any physical, mental, or emotional condition apparent from

your examination or knowledge of the above named person which might affect

his own well-being or that of children in his care.

Date Signed

97

M.D.
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FENCE LOAN AGREEMENT

United Day Care Services, Inc., Greensboro, North Carolina has

advanced tL. undersigned the sum of

for the purpose of erecting a fence upon the premises at

, Greensboro, North Carolina enclosing

an area which shall be used by them in connection with the day care of

children with them pursuant to the program policies of United Day Care

Services, Inc. This note is given for the repayment of said loan and

the schedule of payment is based upon the number of children in day care

on the premises of the underJigned; provided, however, that it is agreed

that this note shall be paid 4n amounts not less that $5.00 per week until

paid in full.

I promise to pay United Day Care Services, Inc. of Greensboro,

North Carolina the just and full sum of

which includes 5 percent interest per annum. Said loan shall be paid as

follows:

A. $5.00 per week for the first two children placed in the
home of the undersigned by United Day Care Services, Inc.,
$10.00 per week for four or more children. Said payments
are to be deducted by United Day Care Services, Inc. from
proceeds of charges made and collected by the agency from
the account of the undersigned in compensation for children
cared for in day care.

I agree that the fence erected on

Greensboro, North Carolina for use in day care of children shall remain

the property of United Day Care Services, Inc. until the full sum of

) is paid.

93
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I agree to stay with the program until the fence loan is paid.

Should unusual of extenuating circumstances cause me to terminate my

agreement with United Day Care Services, Inc., the fence must be paid

for within thirty days or said fence will be removed from premises.

Carl Staley, Executive Director
United Day Care Services, Inc.

Date

99

Family Day Care Home Mother
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PAYMENT RECORD FOR LOAN: Fence, Telephone, or Special Request*

Family Day
Care Mother

DATE

Date

Amount

AMOUNT PRINCIPAL LEFT

t

*Record kept by UDCS bookkeeper

1 Of)



When the family day care mother does not own her own home,

the following for::: is necessary:

PERMISSION TO OPERATE A FAMILY DAY CARE HOME

remission is granted to:

88

(name of family day care mother) (address)

to operate a city licensed family day care home in her residence at the

above address under the supervision of United Day Care Services. It is

understood that the family day care mother may meet the city licensing

requirements for an outdoor playarea by installing a four-foot chain

link fence to enclose an agreed upon area.

MANAGER/OWNER

HOME

DATE

101
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SANITATION INSPECTION PERMISSION

I and

89

on this day of 19

give our permission for our house located at

Greensboro, North Carolina, to be inspected by the Sanitation

Division, Guilford County Department of Environmental Health for

the purpose of receiving a city privilege license required for

the care of children in our home with the supervision of United

Day Care Services, Inc.

102
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ADMINISTRATIVE STAFF (UDCS) RESPONSIBILITIES

1. Mail requests for references.

2. Hail to City Tax Department an application for a city privilege

license.

3. Mail to sanitation inspector (in county environmental health
department) a signed statement from the prospective day care
mother requesting inspection. (This procedure guarantees the
inspector that the request has the approval of the family day

care mother and her husband.)

4. Apply for certification using Department of Social Services'

form.

a. Work closely with the local Department of Social
Services' day care consultant and DSS supervisor

to provide information;

b. After the Department of Social Services' office
receives application for certification of the home
notify prospective family day care mother that the
local DSS day care consultant will visit the home.

5. Notify local county Department of Social Services' day care
supervisor that the home is in process in order for her to
notify caseworkers to begin to screen children for placement

in the home when ready.

6. Follow-up to be sure all inspections are completed and in the hands

of the DSS day care consultant. This is mandatory for final

written certification and placement of children. (Verbal approval

may be given by the day care consultant to the agency director of

the Day Care Home Unit to facilitate opening before signed approvals
are returned from the State office.)

7. Apply for Office of Child Day Care Licensing registration form.

8. Mail to the Office of Child Day Care Licensing registration or when
completed.

103



91

REFERENCE

has applied to United Day Care
Services to become affiliated with the agency's Family Day Care Unit

as a family day care mother. In this position she would be responsible
for the care of the children including her own children up to 14 years
of age. Your name has been given by the applicant as a character
reference.

We would appreciate your placing a check mark in the proper column
beside each characteristic listed below. Please add a brief comment
that expresses your opinion of the applicant's ability to work as a
competent family day care mother.

Your opinions will be held in the strictest confidence. Please use the

enclosed envelope and return this form as soon as possible.

Sincerely,

Director, Family Day Care Unit Enclosure: Stamped return
envelope

Very
4.Acceptable Satisfactory Unsatisfactory

Enjoys children
Free from personal problems
which may be harmful to
children

Dependable
Cheerful disposition ----
Able to get along with
neighbors L

Neat in appearance
Willing to work
Intelligent; willing to learn

Additional comments:

How long have you known the applicant?

Do you think that she would be a good family day care mother for one of

your children?

1 0 1
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Name of Business

CITY OF GREENSBORO
NORTH CAROLINA

APPLICATION FOR PRIVILEGE LICENSE
THE YEAR BEGINNING JULY 1, 19_

\,
L' 0

0°(5C
Date ,19

Local Business Address

Mailing Address

Zip Code

Zip Code

The Following Information Must Be Furnished Before License Will Be Issued;

("Please Print Or Type)

Check One: Individual Partnership Corporation

L1111, If Individual Or Partnership, List Name(s) And Address(es); If Corporation, Name And
Address Of President And Secretary.

(A)

(B)

Telephone Number: Business

Does Firm Own Building?'

4.1111I .....y=1..m.

Other

If Leased, From Whom Leased?

Give In netail The Nature Of Business

Are There Mechanical Rides, Vending, Music Or Pinball Machines On The Premises?

Yes No

List The Quanity And Type Of Machine

Owner Of Machines

4110 Date Business Year Begins? Number Of Employees

If Nell Business, State The Exact Date Operation Began

106



TO CONDUCT THE FOLLOWING BUSINESS:

120B Retail Merchant Gross Sales $ to

(Sales period-date)
120C Wholesale Merchant...Gross Sales $ to

Sales
'66 Tobacco

633 Soft Drinks

46 Restaurant No. of Seats

76C Ice Cream

-------

Bond Needed? Yes No Amount $

% Penalty

TOTAL

The Gross Sales for period reported includes both cash and credit sales and are true to

the best of my knowledge and belief.

FIRM NAME

By
Officer or Owner State Official Capacity

OFFICE UIE ONLX

Zoning: Approved Denied
Remarks By Date

Other: Remarks By Dates
License I Date Issued

CITY OF GREENSBORO TAX DEPARTMENT
LICENSE DIVISION

POST OFFICE DRAWER W-2
GREENSBORO, NORTH CAROLINA 27402
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f

DSS-Ct/-215
BUILDING INSPECTION REPORT

DAY CARE FACILITIES FOR CHILDREN

APPENDIX G

County

Name of acility
Person in Charge

Address (Street or Route)
City

NOTE 10 INSPECTOR:

The North Carolina Department of Social
Services provides a voluntary licensing service for day care facilities. Requirements

for licensing state that the physical facility used for day care shall be approved by the local Building Inspection Department

having jurisdiction before a license can be issued. A copy of the Building Inspection Report is transmitted to the State Depart-.

ment of Social Services Nhere it is retained as d part of the facility record.

In areas where the responsibility for
building inspection is delegated to the Fire Department or other officials, the

appropriate person shall complete the fern,

Please check the type of facility being inspected (A, B or C below). If the building is not approved, under "Remarks"

specify the changes Lhich must be made. this space may also be used for any other comments.

A. Family Day Care Home

111105 or less. children)

1

Remarks:

=7
Approved f7 Disapproved f7

B. Small Group home

(i to 15 children)
Approved r

Remarks:

Disapproved /77

C. Day Care Center

(16 or more children) Approved r-7

Remarks:

Disapproved 7

Date of Inspection
Name and i e o wilding Inspeo or

.1-

The Building Inspection Report form is to be prepared in triplicate--one copy retained by Building Inspector, one copy to

operator, and one copy to Day Care Unit, North
Carolina Department of Social Services, P. O. Box 2599, Raleigh, N. C. 22002.

North Carolina Department of Social Services
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PERMANENT INSPECTION FORM
GREENSBORO FIRE PREVENTION BUREAU

. GREENSBORO, N. C.

DATE

95

BUILDING USED FOR: ( ) NURSERY, ( ) DAY CARE HOME, ( ) KINDERGARTEN

NAME OF BUSINESS

LOCATION

OWNER

ADDRESS

PHONE

BUS. MGR.

ADDRESS

PHONE

LICENSED BY: ( ) APPLYING FOR LICENSE, ( ) CITY, ( ) STATE

PROPERLY ZONED: ( ) YES, ( ) NO

NO. CARED FOR NO. ADULT SUP. AGE RANGE

HOURS KEPT CONSTRUCTION STORIES BASEMENT

ATTIC FENCED WIDTH OF CORRIDORS

NO. OF EXITS DO EXIT DOORS SWING OUT: ( ) YES, ( ) NO

ONE HOUR RATED: FURNACE ROOM
FLOORS

TYPE OF HEAT

CEILINGS
P/RTITIONS

NO. FIRE EXTINGUISHERS TYPE: A ( ), BC ( )

APPROVED FIRE ALARM SYSTEM

RECOMMENDATIONS:

REMARKS:

INSPECTOR BUS.MGR.

RECHECKED CORRECTED

1O9



DSS-

. Revicad 12-6-72

SANITARY INSPECTION REPORT

on

FAMILY DAY CARE HOMES OF UNITED DAY CARE SERVICES

as required by the

NORTH CAROLINA STATE DEPARTMENT OF SOCIAL SERVICES'

Name of home:

Address of home:

Date of inspection
19

I. Water supply:
Source

II. SeRage disposal:

Method:

Gargage disposal:
Method:

IV. General sanitary condition of home:

a. Play room

b. Bathroom

c. Bedroom

d. Screens (windows and doors)

e. General cleanliness of house

f. Floats__

111.11ima=1111a

(over)

11.0

(M.



DSS.- Page 2

g. Surroundings:

1. Backyard
=.1111,*

2. Front. yard

3. Porch

41
V. Sanitary condition of kitchen:

a. Floors

b. Stove

...10.01.

c. Sink and cabinet

d. Refrigerator:

1. Adequate

Temperature

3. Thermoneter

e. Food storage

f. Milk supply

VI. Vertu !.. control

VII. Recommendation for home

VIII. Sanitation status of the home:

'a. Meets all accepted standards OOOOOOOOOO

b. Below standards, but acceptable while recommendations.are being
carried out

c. Not acceptable
0 OOOOOOOOOO

vommirift

BY:

Health DepaLtment

'TITLE:

111



OSS-CW-210

Rev. 10-141

10: Day Care Services Unit

State Department of Social Services

(ill/
P. O. Box 699

Raleigh, North Carolina 17602

REQUEST FOR CFRIIFICATION

Date

County

The following information is submitted as evidence of my intent to provide child day care to families whose children are eligible

to receive services purchased or provided by the Department of Social Services. As further evidence of my intent, I have reviewed

the requirements for certification and understand my responsibility (1) to develop and maintain standards of child care which are

prescribed by the State Department of Social Services, and (2) to comply with legal requirements for license set by the Child Day

Care ticensing Board and/or local ordinances regulating child day care facilities.

A. Name of Facility
telephone

tocation

B. Name of Applicant

Flailing Address

C. Type of Organizational Structure (check one) proprietary group sponsored

(commercial) (nan.profit)

If group sponsored:

Name of Sponsoring Organization

Address
Telephone

Name of Chairman of the Board of Directors

Address
Telephone

ge completing this application (Items 1 - VI), you may wish to discuss your situation with a representative of the department.

ii so, write or call (Area Code 919, Telephone B29-3818) and ask to talk with the Supervisor.

I. Number of children to be given care Age range to

Hours open to Number of days per week Will fees be charged?

II. 'Give a statement of your purpose for offering this service:

111. Give a description of program and activities designed to accomplish the above stated purpose:

Nor.' .

1111.=0..11,,
(over)
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IV. Description of the building to be used

Check where applicable:

Comments:

House occupied by family. How many rooms:

.C.7 House not occupied by family. Amount of indoor space:

Institutional Building =r New =7 Renovated

sq. ft.

V. Has building already been inspected by local officials? =10111.1.

If yes, check where applicable: =r By Building Inspection Department. Date

Ej By fire Department.
Date

L] By Health Department. Date

If not, the department will request
this be done at a later date when you are ready for the inspections to he made.

VI. References: If sponsored by . non-profit organization, list three members of the board; otherwise, list three non-relative

references who know you, members of your family, and who will serve as references.

41

(Name) (Stied) (Town ancrIliTel--

aft

(i ame).

ree
own an' a e

(greet) clown and Stale)

I wish my program and facility certified to receive federal, State, and local funds authorized under the Social Security Act,

(check one)

E:1 Family Day Care Home

Ej Small Group Day Cart Hose

1:17" Day Care Center

and, therefore, agree to accept any child for services without discrimination on
basis of his race, color, creed, or religion.

line IV-A and 8, as a

113
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JAMES E. HOLSHOUSER. JR. .

STATE OF NORTH CAROLINA

DEPARTMENT OF HUMAN RESOURCES

DIVISION OF SOCIAL SERVICES

325 N. SALISBURY STREET RALEIGH 27611
GOVERNOR DIRECTOR

DAVID T. FLAHERTY
SECRETARY

RENEE WESTCOTT

IN REPLY REFER TO CODE WFC

Guil'ord County Department of Social Services

ATTENTION: Ms. Ilene Autry, Day Care Coordinator

FROM: Mrs. Joan C. Holland, Head, Children's Services Branch

DATE: Dece:::ber 11, 1,74

THIS miner, IS TO CFRTIFY THAT THIS FACILITY HAS BEEN APPROVED

TO PA: ::1CIPP".'I' Tit TIE: PU2CHAS7.3 OF DAY CARE PROGRAM

CaRUFICATION FOR: 7.:mergency Day Caro Nome of United Day Care Services

Mrs. Linda Funderburk, Director
CO 5 North '2,1m Street, Greensboro Certificate No. OOM
Location: 1811 Jo7ce Street, Greensboro

For 5 children frominfanc;through 12 yea.r4

/ The above day care facility is certified to receive Federal, State, and
County funds under the Purchase of Day Care Services Program

Certification is effective Dscs.:2);,,z

Daily Rate

Weekly Rate

Monthly Rate

e.

80.00

Any change in the above rates 14hich the County Department of Social
Services pays for chid care gAtA be annr2ved prior to the date the
change goes into effect. The Day Cart Consultant NM need to approve
any change, and the Co,JuitT Pep.irtment mu.it also agree to the increase

in rate as such chin, co involve the County Department of Social Services'
ability to py through iLs budgeted funds for day care.

/----7 The above day carc, facility is a Spteial Project Day Care Facility.

The al-ov (17: c:le fz.til',,y is a Coltnty D35 sutervised day care

E.:7/ The abosp, 0a7y c,re facility in a Covnty V:r) operated day care faci1J.:y.

R01311.1''{ '3

Certification in cffect5ve

oe. SR, DCC, 11.fy Cu': f'ci:lity 114

..4



JAMES E. HOLSHOUSER, JR.
GOVERNOR

DAVID T. FLAHERTY
SECRETARY

STATE OF NORTH CAROLINA

DEPARTMENT OP HUMAN RESOURCES

DIVISION OF SOCIAL SERVICES

325 N. SALISBURY STREET RALEIGH 27611

January 7, 1975

Mr. Carl C. Staley, Executive Director
United Day Care Services
808 North Elm Street
Greensboro, North Carolina 27401

Dear Mr. Staley:

RENEE P. HILL
OMECTOR

IN REPLY REFER TO CODEFCS

Re: Emergency Day Care Home by

Mrs. Linda Funderburk
Certificate of Approval #00478

The State Division of Social Services is pleased to issue the enclosed
Certificate of Approval certifying that Emergency Day Care Home meets
State and Federal standards for child care necessary for receipt of day
care funds administered by State and county Departments of Social Services.

Approval is for the care of no more than five children, infancy
through twelve years of age, and is effective December 1, 1974. The

approved rate of payment is $80.00 per child per month.

The Certificate of Approval remains effective until either terminated
at your request or revoked by this agency for failure to meet the provisions
agreed upon when the facility was certified. Any changes in the program,

such as serving additional children, reducing staff number, or moving
to a new location, must not be implemented without prior consultation
with your representative from the Day Care Unit. Each certificate is

the property of the State Division of Social Services and must be returned
to us if certification is revoked or if changes are necessary.

We commend your efforts to provide day care services for the children

and families you serve. Please contact the Day Care Unit as assistance

is necessary.

JCH:FD:cs
Enclosure
cc: Guilford County DSS

Mr. Collie, SR
Mrs. Ritter, DCC
Office of Child Day Care Licensing

Mrs. Linda Funderburk

Sin-N cerely,
t".

(.k ;

v._
(Mrs.) Joan C. Holland
Head, Children's Services Branch
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Child Day Care Licensing Board
P. 0. Box 1190

Raleigh, N. C. 27602

This will acknowledge your inquiry about getting your day care plan
registered or facility licensed. The licensing requirements will

be mailed to those indicating they will care for six or more children.
Please provide the following information:

Name under which facility operates

Address of facility

Street

( )

Area Code/Telephone Number

Name of owner (or sponsor)

Address of owner (or sponsor)

( )

Area Code Telephone Number

City County

Street City County

Number of children for which you wish to be registered Licensed

Has this facility begun operation? Yes No If "No", when do you

expect to begin operation?

Signature of Applicant

Date

If you are aware of other operators of day care programs who may not be
in compliance with the law, please advise them to call or write us at \

the above address giving the requested information. Your help will be

appreciated.

Sincerely,

John S. Sokol, Director
Child Day Care Licensing Board

JSS/gw
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Prepare in Duplicate
OCDCL001

CHILD DAY-CARE REGISTRATION OR LICENSING
PLEASE TYPE OR PRINT - KEEP SECOND COPY FOR YOUR FILES

1. ENTER FACILITY

I 1

IDENTIFICATION

I 1

NUMBER 2. FOR OFFICE USE ONLY

0 1 = ADD_/----J-0 2 = RENEWAL° 3 = CHANGE 0 4= DELETE
DATE

3. NAME OF DAY-CARE OPERATION (IF ANY) 4. NAME OF DAY-CARE OPERATOR .

I

NOTE. If this is a renewal, enter Ulliy tti.: changes in the addresses or telephone number that have occurred since the last
registration or licensing

5. MAILING ADDRESS

5A. STREET I P. 0. BOX 5B. CITY

5C. STATE

,
50. ZIP CODE 6. TELEPHONE NUMBER

Area Code Number

1 1

7. LOCATION ADDRESS (IF DIFFERENT FROM MAILING ADDRESS) r] 1. SAME

7A. STREET 7B. CITY

8. ENTER BY THE FOLLOWING AGES, THE TOTAL NUMBER OF CHILDREN FOR WHICH YOU PROVIDE DAYCARE ON A
REGULAR BASIS, INCLUDING PART-TIME, AFTER SCHOOL, ETC. THE TOTAL NUMBER MAY BE GREATER THAN THE
NUMBER FOR WHICH YOU ARE LICENSED.

YOUNGER THAN
1 YEAR OLDS

1 YEAR OLDS 2 YEAR OLDS 3 YEAR OLDS 4 YEAR OLDS 5 YEAR OLDS 6 TO 13
YEAR OLDS

9. ENTERENTER THE NUMBER OF CHILDREN FOR WHICH YOU PROVIDE AFTER SCHOOL CARE

10. ENTER THE NUMBER OF CHILDREN FOR WHICH YOU PROVIDE TRANSPORTATION
_.. _._

11. ENTER THE NUMBER OF FULL TIME EMPLOYEES

12. CHECK THE ONE BLOCK THAT BEST
DESCRIBES YOUR SPONSOR

(1 1. Privately Owned
() 2. Civic or Community
fl 3. Business or Industry
n 4. Franchised
n 5. Church
n 6. Government
(-1 7. Private School
ci 8. Other

13. CHECK THE ONE BLOCK THAT BEST
DESCRIBES YOUR BUILDING

D 1. Family Residence
11 2. Reconverted House
n 3. Church
f) 4. Community Building
1-1 5. School
(1 6. Industrial
{1 7. Apartment
rl 8. Modular or Mobile
n 9. Constructed for Day-Care
n Other....

14. CHECK THE ONE BLOCK THAT BEST
DESCRIBES YOUR AVERAGE
WEEKLY FEE PER CHILD

1. $00-$10
2. $11415
3. $16420
4. $21425
5. $26430
6. $31-UP

.!0.
,....,

15. ENTER THE NUMBER OF CHILDREN FOR WHICH YOU REQUEST TO BE LICENSED

16. I HEREBY CERTIFY THAT I WILL PROVIDE. THE NECESSARY SPACE AND STAFF-CHILD RATIO REQUIREMENTS FOR THE
NUMBER OF CHILDREN I HAVE INDICATED, IN ACCORDANCE WITH THE REQUIREMENTS IN ARTICLE 7, CHAPTER 110
OF THE GENERAL STATUTES.

DATE )

L

SIGNATURE

I. 1. 8



CHECK LIST

(NAME)

103

1. NOTES ON INITIAL TELEPHONE INTERVIEW/OFFICE INTERVIEW

2. APPLICATION FOR EMPLOYNENT

3. NOTES ON HONE VISIT

4. FEFERENCES

Requested

Received 1. 2.

5. SANITATION: Permission to inspect

Form signed and mailed

3.

6. APPLY FOR CITY PRIVILEGE LICENSE

a. Building inspection

b. Fire inspection

c. Sanitation inspection

7. NOTIFY LOCAL DSS AGENT THAT HOME IS BEING OPENED

8. CHEST XRAY FOR ADULTS OF FANILY

9. PHYSICAL EXAMINATION FOR FAMILY

10. RECEIVE CITY PRIVILEGE LICENSE

11. REGISTER WITH THE OFFICE OF CHILD DAY CARE LICENSING

12. REQUEST DSS CERTIFICATION

13. RECEIVE DSS CERTIFICATION OF APPROVAL AND AUTHORIZATION

TO PLACE CHILDREN

14. TRAINING

15. FENCE LOAN

_16. SIGN AGREEMENT WITH UNITED DAY CARE SERVICES, INC.

17. PLACEMENT OF LIIILDREN

119
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IN-HOUSE REGISTER OF FAMILY DAY CARE HOMES (A Notebook)

After the home is licensed, certified, and registered and the day care

home mother has completed two weeks of training, the director of the

family day care unit and the Department of Social Services' day care

consultant determine exactly how many children and for what age

children the mother may provide care. This determination is made on

the basis of the following Federal Interagency Requirements for Child

Care which state:

1. Family day care home

a. Infancy through 6 years. No more than two children

under 2 and no more than five in total, including the

family day care mother's own children under 14 years

old.

b. Three through 14 years. No more than six children,
including the family day care mother's own children

under 14 years old.

Following the determination of the number and ages of the children who

may be cared for, the director gives the family day care mother the

choice of what age children she will care for within the limits of the

guidelines. The mother may also determine the hours she will provide

care.

The director files a sheet in the Day Care Home Register for each new

mother's home. (The names of the family day care mothers are alpha-

betically indexed in the register for easy reference.) The register

information sheet must be updated regularly to record entrance of

children into home care and to record termination of care. Appropriate

changes must be recorded to reflect age changes in the mother's own

children that may affect the number and ages of children who may be

cared for in that home.

120
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Directly behind each register sheet for each family day care home

there individual admission slips entered for each child. These are

merely stapled to a blank page to provide more detailed information on

each child and his family, again for easy reference for more information

on the children within a particular home.

A second (duplicate) admission slip is prepared for research purposes.

A third (duplicate) admission slip is sent to the United Day Care

Services bookkeeper to alert her that a new child has entered and to

note the amount of the fee for billing purposes and to determine who

is billed, e.g., Department of Social Services, United Day Care Service

scholarships, the parents, or some other source.

121
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DAY CARE HOME REGISTER

Name of family day care mother

Licensed by

--Address Telephone

Certified
___

----,

by Dept. Of social Serv. -----

City
Fed. Approved Spaces for

,-
children, Ages to

Hours: to Night Weekend

Home Opened Closed

Names of Children Date TerminatedAge Date Placed

122
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a

41

DAY CARE HOMES ADMISSION SLIP

Copy for Register FDC Mother

Research Address

Bookkeeper

107

Child's Name Birthdate rate Enrolled

yr. mo. day yr. mo. day

Full Time Part Time After School

Parents Birthdates: Mother

Address
Father

Telephone
Employment: Father

Fee

Mother

Termination

DSS

Year Month

Caseworker

cs

Day

123

yr, mo. day

yr. mo. day
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EQUIPMENT AND SUPPLIES

The staff assists the family day care mother in meeting the immediate
requirements that are necessary for the home to meet inspection.

The staff has a local company install a five pound fire extinguisher
in the kitchen of the home, on a wall opposite and some distance from
the stove. This is a basic fire inspection requirement.

The staff provides a plastic, wash basin to each mother. (The basin

may be used for bathing an infant, for water play for an older child,
or in whatever way the mother chooses.) It's primary function is to
hold an assortment of essential items which are furnished to all
family day care mothers. (See list of Emergency Supply Kit.)

In some Instances it may be necessary to call a locksmith to install a
lock on a cabinet to provide a locked space where harmful household
cleaning supplies or other poisonous solutions may be kept.

(Other required items related to licensing'are indicated and discussed'
under the heading of health and safety, when these topics are integrated
into the training for child care.)

The delivery of large equipment and supplies is not made until there is
an indication of the ages of the children who may be placed in the home

and actual placements are made. The mother, however, visits th4 Family

Day Care Unit storage warehouse to come familiar with the variety of
equipment and supplies that are available to her. These include, e.g.,
bed linens and bath linens, porta-cribs, cots, high chairs, strollers,

and potty-chairs.
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EMERGENCY SUPPLY KIT

An 18" square plastic basin, approximately 6" deep with the
following items:

1. First-aid supplies:

Bactine or Johnson & Johnson antiseptic

Alcohol
Q-tips
cotton balls
band aids
rectal thermometer
Ipecac
Benadryl

2. Bottles

3. Diapers

4. Pins

5. Vaseline

6. Refrigerator thermometer

7. Safety plugs for electrical outlets

8. Bell (for fire alarm for fire drills and evacuation
of children)

9. Paper plates and paper cups

Note: These ite: 3 are replaced by the family day care mother as needed

at her own expense.

4U.
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PRQCEDURES FOR TERMINATING A DAY CARE HOME

1. Return Certificate of Approval issued by the Department of
Human Resources to the local DSS consultant.

2. Make a notation in register of reason given for termination.

3. Return city license to the City Tax Department.

4. Return family day care equipment to the central office for

inventory. (This includes baby beds, high chairs, fire

extinguisher, refrigerator thermometer, etc.)

5. Determine fence situation and follow agreed upon procedures.

6. A home may be terminated for either of the following reasons:

a) the family day care mother may decide to leave

the program; or,

b) the agency may determine that a particular family
day care mother is not complying with agency
policies, and she may be asked to leave the program.
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SECTION V. CHILD DEVELOPMENT TRAINING FOR FAMILY DAY CARE MOTHERS

A. Preface

B. Copy of Training Announcement (Letter)

C. Training for Family. Day Care

1. Basic Issues
2. Child Development Issues
3. Health and Safety

D. Inexpensive and Free Materials

E. Resource Materials for Training

F. Pages from the Family Day Care Mother's Handbook

1. Infant Care Record
2. Emergency Telephone Numbers
3. Poisons
4. Safety Precautions

5. Fire Drills
6. Emergency Rules
7. Safety Precautions in Case of Fire

'8. Resources for Field Trips
9. Minimum Food Requirements, Ages 1-3
10. Suggestions for Serving

11. Facts About Fat Babies or Obesity Begins in Infancy
12. Don't Shake Junior When He Misbehaves
13. Unbreakable Rules for Parents and Caregivers
14. Children: The Infant, Three .-- Twelve Months

The One Year Old
The Two Year Old
The Three Year Old
The Four Year Old
The Five Year Old
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PREFACE

Child development training begins in the recruitment process.

Staff members begin during the initial interview to convey their
concerns for children to family day care mothers. As they ask
questions about her reasons for wanting to become a family day care

mother, they are making her aware of certain qualities and characteristics
that they, the interviewers, are looking for in the women who will be
caring for children. The staff members, in turn, are made more aware

of the mothers' needs and areas in which staff can plan training for

them on a more individualized basis.

This kind of incidental learning is not left merely to chance.
The staff is made aware that every personal encounter and every exchange
of information with a prospective caregiver is a potential teaching/
learning experience.

This approach carries over into the complicated process of out-
linirg agency requirements, policies; procedures, and particularly in
the wide range of licensing and certification requirements,sand in

registration. It is important that the mothers understand that the
requirements are not imposed for arbitrary reasons, but that they are
there by design to safeguard the health and safety of children.
Explanations of why and how certain requirements are related to good
child care' may produce a deeper commitment to the requirement on a
continuing basis. Much training then can be integrated into the routine

administrative process.

Much, much training in child development is desirable and needed.

The reality is that UDCS has no funds to pay for intensive pre- training
sessions. The money retained by UDCS from purchase,of family day care
services determines the budget for the system which includes the two-
week training which is offered, as well as in-service training.

UDCS has helped to initiate and promote continuing child development
courses at a local technical institute and encourages participation in

these courses, many of which are taught at night.

Other manuals have been devoted to training per se, and many good
child development training materials are available, though not necessarily
geared specifically to family day care. Within the scope cf this manual

it is not possible to provide a complete family day care training manual.
Instead, there is an outline of areas which should be discussed during
training sessions. A resource list gives some idea of the content of
the material which should be covered, as well as specific training aids,
e.g., films, slides, books, et cetera.
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The staff gives each family day care mother in training her own

manual. Some excerpts from the mothers' manuals are included in this

section. The staff also furnishes each mother with a packet of free

and very low cost materials. A list of these (inexpensive and free

materials) is included with information on how to order. It is hoped

that the inclusion of this information will suggest ways in which
similar aids (manuals, packets, etc.) could be developed, based on the

special needs of a particular program.

Family day care_continues to be in many cases the only arrangement

available to working mothers for infant and toddler care. Almost all

the family day care homes in this system provide care for infants and

toddlers. It is for th4freason that the primary emphasis in training
is geared to the develoental needs of children during the first three

years of life. Much time is spent in the "whys" of good infant care,
again recognizing that there may be more of a commitment to good infant

care if caregivers know more about how babies grow and develop, why it

is they need good care at these early ages, and Alt. it is so imporcant
that they receive it.
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TRAINING ANNOUNCEMENT LETTER
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With your'help we are moving right along in the process of
licensing, certifying and registering your home as a family day

care home.

Our staff is planning child development training for all new
prospective family day care mothers for a two-week period,

January 5 -9and January 12-16.

We will meet each morning from 9:00 - 11:30 a.m. in the United
Day Care Services Conference Room, 808 North Elm Street. If you

need transportation or if you need to make child care arrangements
for your own children, please call us right away so that we can plan

how we can help you meet these needs.

We are looking forward to seeing you and to sharing ideas on

child care.

Sincerely,

Ms. Betty Sherrod
Director, Family Day Care Unit
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TRAINING FOR FAMILY DAY CARE

1) Basic Issues

-- the child and his family; needs and expectations

-- separation; helping the child to make a good adjustment from

home to family day care

-- the rights of children; the right of parents

-- the rights of the family day care mother

-- the health of the child

-- the safety of the child

-- emergency procedures

-- nutrition, feeding young children, food preparation

-- program planning

a. integration of emotional, social, motor, and intellectual

development

b. individual differences

2) Child Development Issues

-- developmental stagee; expectations

age - appropriate behaviors

-- age-appropriate toys and equipment

-- the value of play; exploration; curiosity

-- play as the child's vehicle for learning

-- learning in infancy and early childhood

-- language development

-- special needs of infants: basic trust; autonomy; curriculum needs

-- specific program areas: stories, music, art, science, etc.
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-- matters of special concern:

a. discipline

b. toilet training

c. children's fears

d. eating and feeding problems/decisions

e. thumb-sucking, lisping, etc.

f. abuse and neglect
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HEALTH AND SAFETY

-- There is a review of all licensing, certification and registration
requirements and their importance in insuring the health and

safety of the children in care.

-- A visit is made by the sanitarian to a pre-service training session,
at which time he stresses the need to keep medicines, cleaning
supplies, poisonous plants, and all potential poisons out of the
reach.of children.

The sanitarian reemphasizes the importance of hand washing, careful
food handling, refrigeration, and proper garbage disposal; he
answers questions that may be asked by the trainees.

-- The fire inspector also visits during a pre-service training
session to demonstrate the use of a five pound ABC fire extinguisher.
He discusses fire drills, evacuation plans, and other fire-related
hazards that may be avoided by careful planning; he discusses any
questions related to their specific sitiations.

-- A number of printed materials related to health and safety are
given to the family day care mothers to become a permanent part
of their manuals and resource files.
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INEXPENSIVE AND FREE RESOURCE MATERIALS

1. National Society for Prevention of Blindness
79 Madison Avenue
New York, New York 10016

Leaflet: Memo to Parents About Your Child's Eyesight

(Published by Metropolitan Life)

2. Reprint Editor
Reader's Digest
Pleasantville, New York 10570

Prices, postpah-to one address:

10 - 50t; 50 - $2; 100 - $3.50; 500 - $12.50; 1000 - $20.00

A Reader's Digest Reprint: Day Care: HOW Good For Your Child?

By James Daniel

3. 'U. S. Consumer Product Safety Commission
Washington, D. C. 20207

Toy Safety: Always in Season, CPSC Publication No. 6302-74

Crib Safe: Keep them on the Safe Side, CPCS Publication No. 6305-74

4. National Dairy Council
Chicago, Illinois 60606

For Good Dental Health, Start Early
Your Children's Health Day by Day
A Guide to Good Eating.
Food Before Six
Feeding Little Folks
Feeding Your Baby During His First Year

5. Consumer Service Department
Johnson & Johnson
New Brunswick, New Jersey 08903

Keeping Baby Clean

Chart: How a Baby Grows
When Baby is Ill
Baby's Eating & Sleeping Habits
A Safer World for Babies & Toddlers
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6. Gerber Producto Company
Fermont, Michigan 49412

Foods for Baby and Mealtime Psychology

7. Supt. of Documents
U. S. Government Printing Office
Washington, D. C. 20402

Facts About: The Mental Health of Children

Stock No. 1724-0255, price, 10 cents. $6.75 per 100

119

A Guide for Parents Series:

GPO: 1966 0-236-361, Talk With Baby.

GPO: 1966 0-236-362', Babies Look & Learn

GPO: 1970 0-411-425, PlaylmGgmes With Baby
GPO: 1968 0-314-062, Babies Touch, Taste, & Learn

Price: 10 for 20 cents; $1.75 per 100

Safe Toys For Your Child (Children's Bureau Publication

No. 43- 1971)

GPO: 1972 0-469-569 Stock No. 1791-0159, price, 200

Your Child From 1 to 3 (Children's Bureau Publication
No. 413-1964, reprinted 1970)

GPO: 1970 0-388-414 Price: 200

Your Baby's First Year (Children's Bureau Publication
No. 400-1962, reprinted 1970)

CPO: 1971 0-418-952 Price: 300

Day Care For a Child in a Family Home

GPO: 1969 0-355-402 Price: 150

ay Care for Other People's Children in Your Home

GPO: 1968 0-312-374 Price: 15Q

Also ask for: Children's Bureau Publication
8 Infant Care 20Q

30 Your Child From 1 to 6 20Q

238 Home Play and Pl-izriqunt 15Q

386 Food for Groups of Young Children Cared
for Durin, the Daj 25Q

41IP
Folders: 14 Foods Your Children Need 100

48 Accidents and Children 150
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8. Ross Laboratories
Columbus, Ohio 43216

Your Children & Discipline
Your Children's Quarrels
Your Child's Fears
Your Child'Lpetite
Developing Toilet Habits
The Phenomena of Early Development

9. The National Association for Mental Health, Inc.

10 Columbus Circle
New York, New York 10019

What Every Child Needs

10. Publications
205 Whitten Hall
University of Missouri
Columbia, Mississippi 65201

Isn't It Wonderful How Babies Learn? Price: 30c

11. Agzicultural Division
Ciba Geigy Corporation
P.O. Box 11422
Greensboro, North Carolina 27409

Plants That Poison (Free)

12. Life Safety Code
National Fire Production Association
60 Batterylgerch Street
Boston, Massachusetts 02110

Fire Safety Code for Day Care Homes (and other related free

publications)

'13. National Fire Protection Association

470 Atlantic Avenue
Boston, Massachusetts 02210

Know Your ABCD's of Portable Fire Extinguishers
Babysitters Handbooklet for Emergency Action

In a Fire . Seconds Count: Rome Fire Escape "Planning Kit"
Who . .? Me?

14. Metropolitan Life Insurance Company
Pont Office Box 1
1 Madison Avenue
New York, New York 10010

Growing and Learning, the Early School Years

(also ask for other free mato:S.31s and listing of materials
related to the young child)
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15. Human Relations Aids
419 Park Avenue South

New York, New York 10016

Destructiveness
Bed-Wetting
School
Fear
Temper
The Only Child
Sex

Building Self-Confidence
Discipline
Lying and Stealing
Stuttering
Baby Talk
Obedience
Pocket Money

.**, 121

Thumbsucking

The rate for the leaflets in 5Q each, less 20% discount for a

non-profit agency.

16. Discipleship Resources
Post Office Box 840
Nashville, Tenn. 37202

The ABC's of Learning in Infancy: by Minta M. Saunders, M.A.

Prices: 25Q each; 12 for $2.50

17. The Press
Case Western Reserve University
10900 Euclid Avenue
Cleveland, Ohio 44106

Kids Copy Their Parents

Keep Babies Busy
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3.2.2

ADMINISTRATIVE ESSENTIALS FOR FAMILY DAY CARE

A Guide for Planning Food Service in Child Care Centers:
Washington, D. C. FNS-64 Food and Nutrition Service.
U. S. Department of Agriculture. 1971

Day Care Series, Child Development, Washington, D. C.,
Office cf,Child Development, Department of Health, Education and Welfare

1. A Statement of Principles

2. Serving Infants
3. Serving Preschool Children
4. Serving School Age Children

5. Staff Training
6. Health Services
7. Administration
8. Serving Children with Special Needs

Food Buying Guide and Recipes, Washington, D. C.
Project Head Start, Office of Economic Opportunity, 1967.

Hille, Helen M., Food for Groups of Young Children Cared for During the Day.
Washington,D. C. Childrenls Bureau No. 386. 1968.

How to Operate Your Day Care Program., Wyomissing, Pennsylvania.

Ryan Jones Associates. 1972.

Leeper, Robert R. editor, Changing Supervision for Changing Times.

Vashington, D. C. Association for Supervision and Curriculum

Development, N.E.A..

Looking Into Leadership Series: Executive Library.

Washington, D. C. Leadership Resources Inc., 1966.

Matti.ck, Ilse, Makeshift Won't Do. Washington, D. C.

The Day Care and Child Development Council of America. 1973.

McSpadden, Lucia Aun, Formative Evaluation. Washington, D. C.

The Day Care and Child Development Council of America. 1973.

Morgan, Gwen G. Regulation of Early Childhood Programs. Washington, D. C.

The Day Care and Child Development Council of America. 1973.
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OPROGRAM ESSENTIALS FOR FAMILY DAY CARE
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Aaronson, May, Rosenfeld, Jean, Baby and Other Teachers. Douglasville, Ga.

Georgia Appalachian Outreach Project of the Day Care and Child Development
Council of America. 1974.

A Planning Guide, The Preschool Curriculum Chapel Hill, North Carolina.

A publication of the Chapel Hill Training Outreach Project funded by

U. S. Office of Education, Bureau of Education for the Handicapped
Region IV, Department of Human Resources.

A Family Day Care Study. Washington, D. C. reprinted by The Day Care

and Child Development Council of America. 1972.

Caldwell, Bettye, Home Teaching Activities. Little Rock, Arkansas.

Center for Early Development in Education, University of Arkansas.

Curriculum Is What Happens. Washington, D. C. National Association

for the Education of Young Children. 1970.

Dittman, Laura L., editor, The Infants We Care For., Washington, D. C.
A publication of the National Association for the Education of Young

Children.

Elardo, Richard; Pagan, Betty, Perspectives on Infant Day Care.

Little Rock, Arkansas. Southern Addociation on Children Under Six. 1972,

Family Day Care. Atlanta, Georgia. Report of a Conference,

Southeastern Day Care Project, Southern Regional Education Board. 1974.

Galambos, Jeanette, W. A Guide to Discipline. Washington, D. C.,

National Association for the Education of Young Children. 1969.

Gordon, Ira J. Baby Learning Through Baby Play.

New York: St. Martin's Press. 1970.

Gordon, Ira J.; Guinagh, R.; Emile, Jester, Child Learning Through

Child Play.., New York: St. Martin's Press. 1972.

Handbook for Home
University, Child

Harrell, James A.
Washington, D. C.

America. 1973.

Care of Children. Detroit, Michigan. Wayne State

Development Training Program. 1971.

editor, Selected Readings in the Issues of Day Care.
The Day Care and Child Development Council of

How Children Grow, Bethesda, Maryland. DHEW Publication No. (N1H) 73-166.

1973

410
*Family Home Day Care Systems Demonstration Project.
Washington, D. C. final report, Development Associates, Inc. 1974.
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Hymes, James L., Jr. Teaching the Child Under Six. Columbus, Ohio.
Charles E. Merrill Publishing Company. 1968.

Keister, Mary E., Discipliner The Secret Heart of Child Care.
A publication of the University of North Carolina at Greensboro,
North Carolina: Infant Care Demonstration Project. 1974.

Keister, Mary E., The Good Life Infants and Toddlers. Washington, D. C.:
The National Association for the Education of Young Children. 1970.

Moffitt, Mary, Omwake, Eveline, The Intellectual.Content of Play.
New York: A publication of the New York State Association fcr the-
Education of Young Children.

Murphy, Lois and Ethel Leeper. Caring for Children Series. U. S. Depart-
ment of Health, Education and Welfare, Office of Child Development,
Bureau of Child Development Services. Washington, D. C.: U. S.

Government Printing Office.
1. The Ways Children Learn - DHEW Publication No. (OCD)73 -1026
-2. More Than a Teacher - DHEW Publication No. (OCD) 73-1027
3. Preparing for Change - DHEW Publication No. (OCD)73 -1028

4. Away From Bedlam - DHEW Publication No. (0CD)73-1029
5. The Vulnerable Child - DHEW Publication No. (OCD)73 -1030

6. A Setting for Growth - DHENTublication No. (OCD)73 -1031
7. The Individual Child - DHEW Publication No. (OCD)73 -1032

8. From I to We - DHEW Publication No. (OCD)73 -1033

9. Conditions for Learning- DHEW Publication No. (0CD)73-1034

10. Language Is For Communicating - DHEW Publication No. (OCD)73 -1035

gale, June S.; Torres, Yolanda L., I'm Not Just a Babysitter.
Pasadena, California: A Descriptive Report of the Community Family Day

Care Project, Grant #0CD-CB-10, Children's Bureau, Office of Child
Development, U. S. Department of Health, Education and Welfare. 1971.

5

Saunders, Minta M., The ABC.'s of Learning in Infam5 A publication of
the University of North Carolina at Greensboro, Demonstration Project
D-256: Group Care of Infants, Child Welfare, Research and Demonstration
Grants Program, Children's Bureau, Department of Health, Education and
Welfare and the Appalachian Regional Commission.

Saunders, Minta M. and Keister, Mary E., Curriculum for the Infant
and Toddler. (A script for a color slide series) A publication of
the University of North Carolina Demonstration Project D-256. Group

Care of Infants, Children's Bureau, Department of Health, Education and
Welfare, and the Appalachian Regional Commission. 1971.

Saunders, Minta, M; Keister, Mary E., Bamily Day Care: Some Observations
A publication of the University of North Carolina, Children's Bureau,
U. S. Department of Health, Education and Welfare, (Grant No. D-256)
The Appalachian Regional Commission, United Day Care Services of

Greensboro. 1972.
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Saunders, Ainta, 11.; Sherrod, B. A., Community-Sponsored, Non-Profit

Family Day Care. Greensboro, North Carolina: United Day Care
Services. 1974

Seifieldt, Carol, A Curriculum Guide for Child Care Centers.
Columbus, Ohio. Charles E. :ferrill Publishing Company. 1974.

Yardley, Alice, Exploration and Language. New York: Citation Press.

1973.
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TRAINING ESSENTIALS FOR FAMILY DAY CARE

--- books and bulletins

Abraham, Willard. Parent Talk. Scottsdale, Arizona: Sunshine Press.' 1974,

Set of 24 articles for distribution to parents of,young children -
one for each month topics include:

The Young Children In Your Family
What Kind of Parent Am I
Discipline - Punishment - Spankings
The Two Year Old - What's He Like
The Three Year Old - Vhat's He Like
The Four Ye.ar Old - What's He Like
How to Select Books and Toys for Young Children

Bodger, Earladeen, "A Mothers Training Program" - the Road to a Purposeful
Existence." Children. September - October, 1971. Vol. 18, No. 5,

pp. 168-173.

Bellows, Everett, H., Developing Personnel. Washington, D. C.:

Leadership Resources, Inc. 1968.

The CDA Consortium at a Glance. Washington, D. C. a publication of the

CDA Consortium. 1975.

Developing Training Support Systems for Home Day Care, Durango,
Colorado: E.P.D.A. Project 1010. 'a publication of the Mile High Child

Card Association, the Community College of Denver, and the 4-C Council

in Durango. 1973.

Mazyck, Aurelia, Orientation and Planned Experiences for Day-Home Mothers
in Training. Greensboro, North Carolina: Grant No. D-256, Child Welfare

Research and Demonstration Grants Program, Children's Bureau, Department
of Health, Education and 'Welfare and the Appalachian Regional Commission.

Staff Development. Project Head Start, Office of Child Development,

U. S. Department of Health, Education and Welfare.
1A. Recruitment and Selection
1B. Evaluating Performance and Progress

1C. Career Planning and Progression

1D. Training Courses and Methods'

Wilson, Gary; Pavloff, Gerald; Linker, Larry, Assessing Staff

Development Needs. Atlanta; Georgia: Humanics. 1973.
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--- Periodicals and Newsletters

Childhood Education. Journal of the Association for Childhood Education

International, 3615 Wisconsin Ave., N.W. Washington, D. C.

Children Today. U. S. Department of Health, Education and Welfare,

Office of Child Development, Children's Bureau.

Du Care and Early Education. Behavioral Publications, 72 Fifth Avenue,

New York, New York.

I
Dimensions. A Journal of the Southern Association on Children Under Six,
Box 5403 Brady Station, Little Rock, Arkansas.

Early Years. A. magazine for Teachers,of Preschool through Grade 3,
Allen Raymond, Inc. P.O. Box 1223, Darien, Conn.

Voice. A publication of the Day Care and Child Development Council of

America, Washington, D. C.

Young Children, The Journal of the National Association for the
Education of Young Children, 1834 Connecticut Ave., N.W., Washington, D.C.

--- Filmstrips, Slides, Cassettes, Films

Audio Visual Library from: Childhood Resources, Inc., 5307 Lee Highway,

P.O. Box 7136, Arlington, Virginia:
1. Why School Before Six, by Dr. James L. Hymes, Jr.

2. Educational Field Trips, by Dr. James L. Hymes, Jr.

3. Waterplay, by Dorothy Levens
4. Block Building, by Mary W. Moffitt

5. Inexpensive Additions to Outdoor Play Equipment, by Jeanne W. Quill

each set consists of 40 color slides, cassette tape, printed narration

6. Early Childhood, a four part training series by Jeanne W. Quill

.Focus on Development

.Focus on Discipline

.Focus on Art

.A Classroom Planned for Learning - 80 color slides,

cassette tape, printed narration, trainers guide,
100 handout sheets

Feeding Little Folk, A filmstrip from the National Dairy Council,

Chicago,

Sound and Color Filmstrips from: Parents Magazine Films, Inc.,

52 Vanderbilt Ave., New York:
1. Preparing the Child for Learning, by Alice S. Honig and

Dr. J. Ronald Lally
2. The Child's Relationship with the Family, by Suzanne S. Fremon

3. The Child's Point of View, by Dr. David Elkind

4. The Development of Feelings in Children, by Harriet H. Coffin

5. The First 18 Months: From Infant to Toddler, by Rita Kramer
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6. Everyday Problems of Young Children, by Rose Mukerji

7. How An Average Child Behaves, by Mary B. Hoover

8. Food and Nutrition, by Myron Winick

9. Health and Safety, by Ruth Winter

10. Play and Self-Expression, by Ira S. Gordon

11. Love and Identity, by Maria W. Piers

Each set consists of 5 full color filmstrips, 12" L.P. record or

3 cassettes, 5 audio script booklets and discussion guide.

--- Films

Modern Talking Pictures (check for address near you)

Abby's First Two Years
Discipline and Self Control

Four Children
Guiding Behavior
Organizing Free Play
Patterns For Health

What Is Family Day Care. Film Librarian, Department of Communication

Arts. Cornell University, Ithaca, New York.

INFANT DEVELOPMENT PREPAID FOR PARENT AND CHILD CENTERS-PROJECT HEAD

START BY FILM PROGRAM, DEPARTMENT OF PSYCHOLOGY, VASSAR COLLEGE

1. Psychological Hazards In Infancy. Black and white, sound,

22 minutes. In group care and at home, the vital experiences
and learnings of infancy may be hampered by inadequate stimu-

lation, insufficient warm attention from adults, or inappropriate

handling which is not geared to changing developmental needs.

The film shows both mild and severe psychological damage and

suggests means of prevention.

2. Person to Person in Infancy. Black and white, sound, 22 minutes.

This film stresses th'e importance of, the human relationships

between infant and adult, and shows that in group care as well

as at home there can be a considerable range of warmth and

adequacy of relationship. The impact of this relationship on
the infant's readiness and eagerness for new experience are

suggested.
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3. Learning To Learn In Infancy. Black and white, sound, 30 minutes.
This film stresses the essential role of curiosity and exploration
in learning, and points to the kinds of experience that cultivate

and stimulate an eager approach to the world. It also points out

the cumulative nature of learning: even in infancy the ability

to absorb and use new experience. Ways are suggested in which

adults can help infants make approaches, differentiate between
objects and develop the earliest communication skills.

4. Emotional Ties In Infancy. Black and white, sound, 12 minutes.

This film shows the importance of strong emotional ties between
infant and adult by comparing four 8-10-month-old infants:
a home-raised girl with strong attachMent to her mother; a child

in an institution who is equally attached to his nurse; another
institutional baby who is indiscriminate in his attachment to

any adult; still another baby in an institution who has formed

no attachment, and who appears withdrawn and uninterested in

his surroundings.

This is a series of four films made for Parent and Child Centers, the

unit of Project Head Start which is concerned with children from infancy

to age three. The films deal with development in the first year or

year-and-a-half, and are intended to show professional and paraprofessional

caretakers the significance of crucial infantile experiences, and the

importance of the caretakers' role in assuring sound development and

optimum readaless for learning. The films show babies and toddlers at

home and in group care, including scenes from outstanding institutions:

Matera Babies' Center in Athens, Greece. The Kinderheim in Vienna,

Austria, The New York Foundling Hospital in New York City and Junior

Village in Washington, D. C.
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EMERGENCY TELEPHONE NUMBERS*

Fire Department

Ambulance Service

Neighbor

Poison Prevention Center

Police Department

Agency Support Staff Numbers

1.

Mother's Father's Physician's

Child's Name Telephone** Telephone Telephone

2.

3.

4.

5.

*Post in readable print beside each telephone.

**This information should be condensed from emergency contact cards.
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POISONS

SECONDS MAKE A DIFFERENCE WHEN A CHILD HAS SWALLOWED A

POISON. BY DIALING ON YOUR TELEPHONE DIRECT TO DURHAM, NORTH

CAROLINA, OUR NEAREST POISON PREVENTION CENTER, THE PROPER

ANTIDOTE CAN BE SUGGESTED FOR EVERY KNOWN POISON. THE HUMBER

IS 1-684-8111. ASK FOR THE POISON PREVENTION CENTER.* WHEN

SOMEONE AT THE CENTER ANSWERS, TELL THEM WHAT POISON THE CHILD

HAS SWALLOWED AND THEY WILL TELL YOU WHAT YOU MUST DO TO STOP

THE DANGEROUS ACTION OF THE POISON.

WE URGE YOU TO POST THIS NUMBER BY YOUR TELEPHONE. CHILDREN

ARE CURIOUS AND WILL TASTE OR EAT ALMOST ANYTHING. EVERYTHING IN

YOUR HOME THAT MAY BE HARMFUL TO CHILDREN MUST BE WELL MARKED AND

PUT OUT OF A CHILD'S REACH. PLAN CAREFULLY SO THAT YOU NEVER HAVE

TO CALL THE POISON PREVENTION CENTER.

*Each state has a Poison Prevention Center.

148



133
SAFETY PRECAUTIONS

1. When the range is on, never leave children alone in the kitchen.

2. When cooking, turn pot handles toward the back of the range.
If they stick out over the edge, children may pull or knock the
hot pots off the range and burn themselves.

3. Keep a box of baking soda near your stove. It is very good in

putting out grease fires. Never pour water on grease fires. If a

pan of grease catches fire, throw on baking soda, never water.

4. Never throw loose dust or spray cans into any fire or incinerator;
both can explode.

5. Throw out oily, paint spattered rags and stacks of newspapers and

magazines.

6. Do not overload electrical wall outlets. Extension cords should

not be used unless they have been approved by the fire inspector.
;

7. If a fuse blows, never replace it with a large one; electrical

wires can overheat with a greater flow of electricity, setting

the walls on fire.

8. When pulling out a plug, hold the plug itself, not the cord.

9. Cover electrical wall outlets not being used with an outlet plug.

10. Keep matches and liO.ters out of the leach of children.

11. Never throw matches into the waste-baskets - put them in an ashtray.

12. Put all cigarettes out completely in an ashtray.

13. If you smoke, smoke when children are resting. Never leave a child

or children alone in a room with a burning cigarette.
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FIRE DRILLS

Older children should be taught how to get out of a house if

a fire should occur through fire drills. Fire drills should be

planned with the director and practiced periodically in the home.

When practicing drills use two exits. One exit nay not be

available in case of a fire, so children should be aware of the

fact that another exit can be used.

Use a signal to indicate fire drills a bell, horn or whistle.

Use the same signal each time you have a fire drill. Children like

a routine and need to know to the degree possible what will happen

in a given situation.
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EIERGENCY RIFLES

1. In case of a fire or any emergency situation do not panic.

2. Remove children from premises through door furthest away

from origin of fire. If you have crib babies put as many

babies in a crib as possible, and roll them out of the building.

If it is cold or raining call on neighbor used for emergency

to house children. After children are safely out of the

building and cared for call the fire department. If the fire

is only a small fire extinguish it with your fire extinguisher.

3. Call parents.

4. Call Day Care Home Office.

5. If the fire was a small fire children may be taken back into

the house for care for the rest of the day depending on how

the day care home mother, the mothers of the children and the

Day Care Rome Director and the fire department feel about the

eltsnt of damage and future safety.
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SAFETY PRECAUTIONS IN CASE OF FIRE

1. Plan two emergency exits; practice fire drills, using these
exits, using a special signal (bell or whistle). Use the
same signal for each fire drill. Children will learn what

the signal means.

2. Figure out two ways to get out of each room (doors, windows,

etc.). Besure exits are not blocked at anytime.

3. In case of fire, get out as quickly as possible. Make sure
everybody stays out; small children may try to run back for

something.

4. If fire is suspected behind a closed door, feel the door as

, high as possible, or press your body against it; db not open

it if it feels'hot.

5. If surrounded by smoke, crawl. The air is clearer and cooler

near the floor.

6. If you can't get out of the house, if the fire is blocking you,
shut the door of the room you are in and wait at the window
to be rescued. Shout to attract attention, if you are unable
to get the children out of the window.

7. If you can get out, do not stop to dress, to save anything, or
to fight the fire. Just get everybody out of the house. Make

sure everyone is accounted for.

8. For small kitchen fire, caused by grease, use your fire
extinguisher or throw baking soda on it. Never put water on a

grease fire.

9. If weather is cold, take children to a neighbor's house.

10. Be sure each child is safe before calling the fire department.
Extinguish small fire with fire extinguisher.



RESOURCES FOR FIELD TRIPS

IN YOUR LOCALITY

Supermarket
Fire Station
Police Station
Service Station
Library
Road Construction Site

.Uouse being built

Post Office
Department Store
Farm
Walk through neighborhood

IN YOUR COMMUNITY

Courthouse
Dairy

Dairy Farm
Airport
Train Station and ride
Bus Station and ride
Florist or nursery
Weather Station
T. N. Station
Pet Shop

FOR RECREATION AND OTHER EXPERIENCES

Parks

Zoo

Lakes
ifuseums
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MINIMUM FOOD REQUIREMENTS

Special Food Services

North Carolina Department of Public Instruction

Ages 1 - 3:

Breakfast

1/2 pt.

1/2 cup

1 slice

or

3/4 cup

of fluid whole milk served as a beverage or on
cereal, or used in part for each purpose
serving of fruit or full-strength fruit or
vegetable juice
of whole-grain or enriched bread or equivalent
serving of cornbread, biscuits, rolls, muffins,
etc.,toUie of whole-grain or enriched meal or flour;

serving of whole cereal or enriched or fortified
cereal or an equivalent quantity of any combination
of any of these foods

Lunch

1/2 cup whole, fluid milk
1 oz. serving of meat or an equivalent quantity of an

alternate in protein

1/4 cup of vegetable or fruits or both, consisting of two

or more kinds
.1/2 slice of bread or equivalent

1/2 tsp, butter or fortified margarine (good, but not required)'

Supplemental Food*

1/2 cup of milk or juice full strength

1/2 slice of bread or equivalent

*Include as often as practicable a serving of protein-rich food
such as peanut butter or cheese, or a serving of vegetable or

fruit
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SUGGESTIONS FOR SERVING FOOD TO CHILDREN AGES 2 - 18 MUMS

1. Food provided in group care, 8 to 9 hours daily, should

furnish 2/3 of their daily food needs.

2. Planning and prelaration are simplified if the same menu
is served to all.

3. Meals should be planned considering nutrition, cost of food,
and seasonal availability of certain foods. Cheaper cuts of

meat offer same nutrition as the more expensive.

4. Infants begin solid foods introduced in small amounts
(1/2 - 1 tsp.) at six weeks to two months. This can be

mashed or strained from regular table foods. Only one new

food should be given at a time.

S. Snacks given should be milk, juice, crackers, or any food
that could be included as part of the daily food requirement of

the child.

6. Desserts, if served, can be puddings, fruit, or other items in

the daily food requirements. De6sert should not be used as a

bribe. If.it is nutritionally sound, it is as good for the

child as any other part of his meal.

7. Serve only small portions to encourage the child to eat his

food. Additional servings should be offered, but not forced.

8. Highly seasoned foods and fried foods are not recommended.
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FACTS ABOUT FAT BABIES
OR

OBESITY BEGINS IN INFANCY

Will your child be a fat adult? His chances are pretty good
if:

You coax him to empty his bottle
You coax him to eat "just one more spoonful" of baby food.
You teach him that dessert is a reward for cleaning his
plate
You hand him a cookie or a glass of sweet flavored drink
when he whines for attention
You make him feel guilty for wasting food
You do not encourage active play and exercise

Feeding patterns before a child is three years old are now
believed to have a great influence on obesity patterns. It is
during the first three years of life that the child is developing

most rapidly. It is believed that if a baby is continuously

stuffed or coaxed to eat more food than he needs and wants during
this period, he will develop more and bigger fat cells than the
child who eats less. Later in adolescence or adulthood when
"baby fat" isn't cute any longer, this person who has, during his
early life, developed lots of large fat cells will find reducing a
very difficult experience. When he diets, his large fat cells will
shrink, but they do not diEappear. As soon as normal eating is
resumed, the fat cells "fill up" again'.

Another danger period for youngsters is between the ages of seven

and eleven. Most children this age seem to fatten during the winter
as school begins and hours of enforced inactivity start. When calorie

needs are less, extra calories are retained as fat unless the diet

is adjusted.

This should be a normal process regulated by appetite. But when

appetite controls aren't there, a slow building of caloric excess

begins. In a few years the child is no longer plump, but is fat.

Prepared by:

Mrs. Carroll M. Beckham
Food and Nutrition Assistant
Agricultural Extension Service
North Carolina State University

at Raleigh
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DON'T SHAKE JUNIOR WHEN HE MISBEHAVES*

Children are not cocktails that need shaking to be good, a physician
warns. Angrily seizing and shaking a "bad" infant or youngster can
cause brain damage, broken bones, or even death, writes Dr. John Caffey

of Pittsburgh. Some injuries are like those from "whiplash" in
automobile collisions.

Dr. Caffey tells of one powerful, 233-pound nursemaid who was blamed for
killing three infants and injuring or maiming 12 others over an eight-
year period.

The incidents all occurred when she was taking care of youngsters in
middle-class families who gave their children expert pediatrician care.
The nurse was considered to be very kind to children.

In another instance, the same woman caused a whiplash neck injury in a
baby whose back she pounded to "burp" him.

"Shakings are generally considered innocuous by both parents and
physicians," Dr. Caffey, of the Children's Hospital of Pittsburgh, writes
in the American Journal of Diseases of Children. But he cites 27 recorded

cases of injury or death from shakings, and thinks this "is only an in-
finitesimal portion of the uncounted thousands of moderate, unadmitted,
undetected and unrecorded whiplash shakings which probably occur every

day in the United States."

BROKEN BONES

An infant or child's head is pretty large relatively for weak neck muscles,
and violent shaking can cause neck injuries or burst blood vessels in the
young brain. Bones of legs or arms can be broken from the shearing action

of the movements, Dr. Caffey says.

Permanent damage to brains or eyes, mental retardation or death can result.

".:he whiplash shaking of infants and younger children are precarious,
pervasive, prevalent, and pernicious practices which can be observed

wherever parents, parent-substitutes, infants and small children con-

gregate; in the home, on the street, in buses, nurseries, kindergarten,
day-care centers, orphanages, preschool, schools, in parks, playgromds,
shopping centers, and even in the waiting rooms of pediatric clinics.

"Many well-intentioned, responsible parents, who think nothing of Living
a small child a 'good shaking' or a series of such shakings, would not,
dream of giving their children a series of 'good' blows or punches on the
head.
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"Yet the cumulative pathogenic effects of repeated mild or moderate
whiplash shakings of the head, though inapparent clinically may be far
more grave than single, even if heavy, blows or punches to the head."

Kids get shaken for mild or worse disobedience, sometimes to dislodge
food caught in the throat, or to stop spells of whining or crying.

TARE IT EASY

Dr. Caffey also cautions about the other accepted practices that shake

the infant's head, such as tossing the baby into the air, giving him a
violent ride while he sits astride the parent's ankle, holding the infant
by his ankles and swinging him around through the air, spinning until he
becomes dizzy, or other rough play.

He also casts a doubtful eye at many "toys and recreational contraptions
which generate whiplash shakes and jolts to the head," saying they shou1,1
be analyzed to see whether they could cause possible harm to infants and

young children from prolonged use.

"These items should include baby bouncers and infant jumpers and for
younger children,the swings, seesaws and playslides in amusement parks,

the powered vibratory and practice equipment in gymnasia; powered cradles

and powered vehicles as motorcycles and motor cars driven rapidly and

habitually over rough roads," Dr. Caffey says.

"The recurrent exposure to the snowmobile probably offers the greatest
hazard to infantile brains and hearing," he adds, while "the pathogenic,
brain-jolting whiplash potentials for infants and younger children who

are carried habitually in speedboats over rough water and in airplanes in

rough weather are manifest."

*Copied from an Associated Press Release
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UNBREAKABLE RULES FOR PARENTS AND CAREGIVERS

INFANTS

-- Never leave infants alone in house

-- Never leave him where he might fall

-- Always keep sides of crib up when not tending him

-- Always keep tine swallowable objects - pins, beads, buttons, and the

like out of infant reach
-- Use no toys smaller than infant's mouth

Always keep medicines, aspirins, tranquilizers, cosmetics, poisons,

and household cleansers out of reach or locked away'

-- Above all - anticipate first year development. Be one step ahead of

the child

PRESCHOOLERS

-- Never leave 3 child alone in house

-- Never allow play in street, driveway or garage

-- Keep matches in containers placed too high for even 3, 4 or 5 year

olds to reach
-- Always stay with child near water - wading pools, bathtubs, scrub pails

-- Dispose of as many poisons as possible

-- Store out of reach potential poisons

-- Equip upstairs windows with sturdy screens and guards, use gates at top

and bottom of stairs as necessary.

-- Store knives and sharp objects out of reach

-- Discard or repair broken toys

-- Always use seat belts in the car

-- Always have enough adults on trips - always two adults outside

Adapted from material developed by:
Infant Care Project
UNC-Creensboro
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S
kills and C

haracteristics

E
ye focusing and coordination

H
ang a colorful m

obile on the crib and
place colorful pictures in the room

.
M

ove a rattle or toy, slow
ly in front of

his face so his eyes w
ill follow

 the toy.
Let him

 grab
for an object

(rattle,
blocks, plastic containers) in your hand and
let him

 grasp
it, bang it, and shake it.

H
ave different shaped objects such as

blocks and containers for him
 to pick up and

hold. H
e w

ill probably like to put them
 in

his m
outh so be sure they are clean and too

large to sw
allow

.
P

rovide object for placing into a larger
container.

A
ctivities

E
ye-hand coordination

E
ye-hand-hearing coordination

A
w

areness of different textures

S
elf-ay.,areness

S
hake a rattle behind the baby's head.

Let him
 turn and grab the rattle.

O
ffer

the
child

toys w
hich vary

in
texture (fuzzy, hard, soft). T

alk to him
 about

how
 they feel.
U

se safe m
irrors for the child to look

at him
self.

G
rabbing and pulling

A
ttach a toy to a string so that the child

can pull
it across the floor, table, bed, etc.

R
easoning developm

ent - hide and
seek

P
lay hide and seek w

ith the baby. C
over

his face w
ith your hand,s.

H
ide a toy partially by a blanket and

let the child recover it.
H

ide a toy com
pletely w

ith a blanket for
him

 to recover. In this w
ay he learns that

objects w
hich are out of sight still exist.

P
ut a toy in a container w

ith a top and
let him

 find
it.

M
uscle coordination

Interest in sounds and w
ords

P
rovide m

any opportunities for the baby
to be on the floor. E

ncourage him
 to stretch,

turn over, creep, craw
l, pull up.

R
oll ball and let the baby craw

l to it.
T

alk to the baby. P
oint out his toes,

nose, eyes, ears, arm
s, etc. S

ay
"U

p you go",
"D

ow
n you go", "T

IA
lkall is over there."

T
alk about

pictW
he .looks at
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C
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L
E

A
R

N
IN

G
 E

X
PE

R
IE

N
C

E
S

A
),

W
s:t

itl
es

E
nc

ou
ra

ge
 fr

ee
 p

la
y 

w
ith

 s
af

e 
m

irr
or

s.
S

ta
nd

 o
r 

si
t w

ith
 c

hi
ld

 b
ef

or
e 

a 
m

irr
or

.
T

al
k 

w
ith

 h
im

 a
bo

ut
 h

is
 r

ef
le

ct
io

n.
 E

nc
ou

ra
ge

hi
m

 to
 m

ak
e 

m
ov

em
en

ts
 b

ef
or

e 
th

e 
m

irr
or

.

A
bi

lit
y 

tc
 r

ec
og

ni
ze

 o
bj

ec
ts

, a
ni

m
al

s,
 p

eo
pl

e
fr

om
 a

 p
ic

tu
re

 o
r 

to
y 

re
pr

od
uc

tio
n

P
ro

vi
de

 a
 r

ub
be

r 
se

t o
f f

ar
m

 a
ni

m
al

s 
fo

r
fr

ee
 p

la
y.

 T
al

k 
ab

ou
t t

he
 a

ni
m

al
's

 n
am

e,
 th

e
so

un
d

it
m

ak
es

;
its

co
lo

r
or

ot
he

r
ch

ar
ac

te
ris

tic
s.

Lo
ok

 a
t s

im
pl

e 
pi

ct
ur

e 
bo

ok
s.

 L
et

 th
e

ch
ild

 p
oi

nt
 to

 o
bj

ec
ts

, a
ni

m
al

s,
 c

om
m

un
ity

he
lp

er
s 

as
 y

ou
 n

am
e 

th
em

. T
al

k 
ab

ou
t t

he
pi

ct
ur

es
.

Is
 v

er
y 

ac
tiv

e;
 e

nj
oy

s 
ru

nn
in

g,
 c

lim
bi

ng
 a

nd
th

ro
w

in
g

1+

P
ro

vi
de

 m
an

y 
op

po
rt

un
iti

es
 fo

r
fr

ee
,

ac
tiv

e 
pl

ay
 o

ut
do

or
s 

an
d 

in
si

de
.

P
ro

vi
de

fr
ee

pl
ay

w
ith

cl
im

bi
ng

eq
ui

pm
en

t s
uc

h 
as

 a
 w

oo
de

n 
ro

ck
in

g 
bo

at
w

hi
ch

 c
an

 o
e 

ov
er

tu
rn

ed
 to

 m
ak

e 
st

ep
s 

fo
r

cl
im

bi
ng

. E
nc

ou
ra

ge
 c

lim
bi

ng
 o

n 
ot

he
r 

sm
al

l,
sa

fe
 c

lim
bi

ng
 e

qu
ip

m
en

t.
E

nc
ou

ra
ge

 fr
ee

 p
la

y 
w

ith
 s

m
al

l b
al

ls
 a

nd
be

an
 b

ag
s.

 C
hi

ld
 c

an
 th

ro
w

 b
al

l t
o 

an
 a

du
lt

or
 a

t a
n 

ob
je

ct
.

A
bi

lit
y 

to
 m

an
ip

ul
at

e 
ob

je
ct

s 
w

ith
 h

is
 h

an
ds

an
d 

fin
ge

rs

E
nc

ou
ra

ge
 fr

ee
 p

la
y 

w
ith

 s
m

al
l b

lo
ck

s;
la

rg
e,

 h
ol

lo
w

 b
lo

ck
s;

 c
on

ta
in

er
s 

an
d 

cu
be

s
w

hi
ch

 c
an

 b
e 

st
ac

ke
d.

E
nc

ou
ra

ge
 fr

ee
 p

la
y 

w
ith

 la
rg

e 
pl

as
tic

nu
ts

 a
nd

 b
ol

ts
. (

B
e 

su
re

 th
e 

ite
m

s 
ar

e 
ea

sy
to

 m
an

ip
ul

at
e.

)
E

nc
ou

ra
ge

th
e

ch
ild

to
pl

ac
e

sm
al

l
bl

oc
ks

, c
ub

es
, a

nd
 o

th
er

 s
m

al
l i

te
m

s 
in

to
 a

co
nt

ai
ne

r.
P

ro
vi

de
 c

on
ta

in
er

s 
w

ith
 lo

os
e 

fit
tin

g 
lid

s.
E

nc
ou

ra
ge

 th
e 

ch
ild

 to
 o

pe
n 

an
d 

cl
os

e 
th

em
.

C
an

 u
nd

er
st

an
d 

so
m

e 
ba

si
c 

co
nc

ep
ts

,i.
e.

,c
au

se
an

d 
ef

fe
ct

, t
ex

tu
re

s,
 s

iz
e

T
al

k 
ab

ou
t s

iz
e 

of
 o

bj
ec

ts
. S

ay
, "

T
hi

s
is

 a
 b

ig
 b

al
l",

 "
T

hi
s 

bl
oc

k 
is

 s
m

al
le

r 
th

an
 th

at
bl

oc
k"

. T
al

k 
ab

ou
t t

ex
tu

re
s 

of
 o

bj
ec

ts
 th

e 
ch

ild
fe

el
s.

 S
ay

, "
T

he
 r

oc
k 

is
 h

ar
d"

, "
T

he
 b

la
nk

et
is

 s
of

t." T
al

k
ab

ou
t

ca
us

e
an

d
ef

fe
ct

re
la

tio
ns

hi
ps

. S
ay

, "
If 

yo
u 

tu
rn

 o
ve

r 
th

e 
cu

p,
th

e 
ju

ic
e 

w
ill

 s
pi

ll,
" 

or
 "

If 
yo

u 
st

an
d 

in
 th

e
ra

in
, y

ou
 w

ill
 g

et
 w

et
."
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V
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M
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N
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'at
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D
U

R
IN

G
 this period, physical changes

continue to occur though the rate of grow
th

begins to slacken. T
he child's w

eight increases
but not as rapidly as before. M

otor skills
develop at a rapid rate.

H
e is able to w

alk m
ore steadily and

learns to run w
ith little falling.

H
e curiously explores the w

orld about
him

 and "gets into everything".

H
e enjoys clim

bing and m
ay practice on

furniture, cabinets and stairs.

H
e learns to feed him

self though spills
should still be expected.

A
N

O
T

H
E

R
 great change that occurs

betw
een 12 and 24 m

onths is the child's
ability to express him

self and his ideas w
ith

w
ords.

T
he

child's
vocabulary

usually
increases from

 2 or 3 w
ords to approxim

ately
270 w

ords. A
s he approaches age tw

o, he w
ill

begin to:

use 2 and 3 w
ord sentences

use the pronoun "m
e" and "m

ine"

use "N
o" as c frequent

vocabulary

exercise his independent
verbalize them

.

w
ord in

his

feelings and

F
O

R
 the first tim

e he w
ants to do things

for him
self and he can accom

plish som
e of

them
. T

em
per tantrum

s frequently occur
w

hen the child becom
es frustrated or w

ishes
to exert his independence against the w

ishes
of others.

rIR
O

U
G

H
 this period of the child's

life, he enjoys solitary play and w
ill have

difficulty sharing toys. H
e enjoys gam

es and
activities he can play alone or w

ith an adult
such as:

block building

catching a rolling ba!t

C
f:%

C
.0

v-4

A
S

 the child's grow
th rate decreases, his

appetite m
ay decrease and he m

ay eat less.
H

is body usually becom
es m

ore slender and
he seldom

 is the "plum
p, fat baby" he once

w
as.

T
O

ILE
T

 training m
ay begin w

hen the
child is betw

een 14 and 24 m
onths. B

ow
el

control
is

usually achieved before urinary
control.
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 c
on
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s 
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 h
av

e 
so

m
e 
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dy

 c
oo

rd
in
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io

n
pr

ob
le

m
s.

 H
e 

lik
es

 to
 r

un
 a

nd
 c

lim
b,

 r
om

p
an

d 
sh

ov
e;

 p
us

h,
 p

ul
l a

nd
 g

ra
b.

 H
e 

w
al

ks
al

on
e 

up
 a

nd
 d

ow
n 

st
ai

rs
 a

nd
 s

ay
s 

bu
sy

ex
pl

or
in

g 
th

e 
w

or
ld

 a
bo

ut
 h

iF
rl.

 H
e 

lik
es

 -
to

tr
y 

ou
t a

du
lt 

ac
tiv

iti
es

, e
sp

ec
ia

lly
ar

ou
nd

 th
e

ho
m

e.
H

e
is

vi
go

ro
us

,
en

er
ge

tic
an

d
en

th
us

ia
st

ic
.

LA
N

G
U

A
G

E
 d

ev
el

op
m

en
t i

s 
ra

pi
d 

w
ith

th
e 

vo
ca

bu
la

ry
 in

cr
ea

si
ng

 g
re

at
ly

 d
ur

in
g 

th
e

ye
ar

. S
en

te
nc

es
 b

ec
om

e 
m

or
e 

co
m

pl
ex

in
st

ru
ct

ur
e 

an
d 

m
ay

 in
cl

ud
e 

fr
om

 tw
o 

to
 fi

ve
w

or
ds

. T
he

 tw
o-

ye
ar

-o
ld

is
ab

le
to

us
e

la
ng

ua
ge

 to
 e

xp
re

ss
 h

is
 w

is
he

s 
an

d 
hi

s 
fe

el
in

gs
to

w
ar

d 
ot

he
rs

. I
t

is
 a

ls
o 

im
po

rt
an

t a
s 

a 
to

ol
fo

r 
le

ar
ni

ng
 a

bo
ut

 th
e 

w
or

ld
 a

ro
un

d 
hi

m
. H

e
co

nt
in

ue
s

to
en

jo
y

im
ita

tin
g

ot
he

rs
 a

nd
pa

rt
ic

ul
ar

ly
 li

ke
s 

to
 m

im
ic

 n
ur

se
ry

 r
hy

m
es

an
d 

m
ov

em
en

ts
 o

f o
th

er
s.

 H
e 

m
ay

 e
nj

oy
:

im
ita

tin
g 

da
nc

in
g 

m
ov

em
en

ts

si
ng

in
g

pa
t-

a-
ca

ke

pe
ek

-a
-b

oo

1.
 s

im
pl

e 
fin

ge
r 

pl
ay

s

T
H

E
 tw

o-
ye

ar
-o

ld
 e

sp
ec

ia
lly

 li
ke

s 
st

or
ie

s
ab

ou
t h

im
se

lf,
 h

is
 d

ai
ly

 a
ct

iv
iti

es
, a

ni
m

al
s 

an
d

ot
he

r 
co

nc
re

te
 o

bj
ec

ts
 o

r 
si

tu
at

io
ns

 in
 h

is
 li

fe
.

H
ow

ev
er

, t
he

 s
to

rie
s 

m
us

t b
e 

si
m

pl
e

an
d 

sh
ot

as
 th

e 
tw

o-
ye

ar
-o

ld
's

 a
tte

nt
io

n 
sp

an
is

 s
td

i
ve

ry
 s

ho
rt

.

W
IT

H
 h

is
sh

or
t

at
te

nt
io

n
sp

an
,

th
e

tw
o-

ye
ar

-o
ld

 c
an

no
t b

e 
ex

pe
ct

ed
to

 s
i:

or
 p

la
y 

w
ith

 a
 to

y
fo

r 
m

or
e 

th
an

 a
4e

...

m
in

ut
es

. M
os

t o
f t

he
 ti

m
e 

he
 s

ho
ul

d
be

 'r
ee

to
 in

iti
at

e 
hi

s 
ow

n
ac

tiv
iti

es
 a

nd
 s

ho
u'

i r
rL

st
be

 fo
rc

ed
 to

 jo
in

 a
 g

ro
up

. A
t

th
is

 a
ge

, t
re

ch
ild

ha
s

a
ge

nu
in

e
in

te
re

st
in

th
e

m
ot

he
r-

ba
by

 r
el

at
io

ns
hi

p 
an

d 
be

gi
ns

,
fo

r 
th

e
fir

st
 ti

m
e,

 to
 e

ng
ag

e 
in

 d
ra

m
at

ic
 p

la
y.

T
he

ch
ild

 m
ay

 ta
ke

 c
ar

e 
of

 a
 d

ol
l o

r 
a 

te
dd

y 
be

ar
,

or
 h

e 
m

ay
 p

re
te

nd
 to

 s
ho

p 
at

th
e 

gr
oc

er
y

st
or

e 
w

ith
 h

is
 d

ol
l o

r 
te

dd
y 

be
ar

.
F

an
ta

sy
 P

'::
17

is
sh

or
t a

nd
 s

im
pl

e 
an

d 
us

ua
lly

 d
oe

s 
.lo

t
in

vo
lv

e 
ot

he
r 

pe
op

le
.

T
H

E
 c

hi
ld

 a
t t

hi
s 

ag
e 

co
nt

in
ue

s 
to

be

in
te

re
st

ed
 in

 m
an

ip
ul
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io

n 
ac

tiv
iti

es
.

H
e 

lik
es

to
 fi

ll 
an

d 
em

pt
y 

co
nt

ai
ne

rs
, t

o 
pu

t
in

 a
nd

pu
ll 

ou
t, 

to
te

ar
 a

pa
rt

 a
nd

fit
 to

ge
th

er
. T

O
Y

S
an

d
eq

ui
pm

en
t

w
hi

ch
pr

ov
id

e
th

es
e

op
po

rt
un

iti
es

 w
ill

 p
ro

ba
bl

y 
be

fa
vo

rt
es

. T
he

tw
o-

ye
ar

-o
ld

 is
 g

en
er

al
ly

se
lf-

ce
nt

er
ed

 in
 h

:s
re

la
tio

ns
hi

ps
 w

ith
 o

th
er

s.
 S

ha
rin

g
is

 d
iff

ic
:.:

t
at

 th
is

 a
ge

. T
he

 c
hi

ld
 m

ay
 e

nj
oy

 p
la

y
:n

o 
ne

ar
ot

he
r 

ch
ild

re
n,

 b
ut

 h
e 

us
ua

lly
 d

oe
s 

no
t W

ay
w

ith
 o

th
er

 c
hi

ld
re

n.

B
Y

 tw
o 

an
d 

on
e-

ha
lf 

ye
ar

s 
of

 a
ge

, t
he

ch
ild

 c
an

 b
e 

ex
pe

ct
ed

 to
 b

ec
om

e
in

fle
xi

bl
e

an
d 

rig
id

. H
e 

w
an

ts
 w

ha
t h

e 
N

A
. a

nt
s

v.
he

n
he

w
an
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it 

!
H

e 
m

ay
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so
be

ex
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m
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 p
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T
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T
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 b
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cJ
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w
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t t
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, h
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be
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a 
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 o
f t

he
 c

hi
ld
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ar
ni

ng
th

at
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e 
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 a
n
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vi
du
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w
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w
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to
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t
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m
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pe
nd

en
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.
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$1,ills and C
haracteristics

active, short attention span

interest
in

m
anipulation,

ability to stack
se.eral

item
s,

pull
apart,

fill
and em

pty
'containers

0A
ctivities

P
rovide pushing and pulling toys.

E
ncourage play w

ith pounding bench,
punching bags

P
rovide opportunities both indoors and

outdoors for active free play w
hich involves

clim
bing, running, sliding, tum

bling.
P

rovide stacking cups
or

blocks for
stacking and unstacking.

P
rovide pop-apart toys for taking apart

such as pop beads.
P

rovide large beads for stringing.
P

rovide
opportunities for

filling 'and
em

ptying containers w
ith sand, w

ater, rice,
beans, rocks, etc.

..creased develop:T
ient

n anguage skips
E

ncourage the child to talk w
ith you.

U
se pronouns such as "I", "m

e", "you",
"they", "w

e". E
ncourage the child to use

these w
ords.

T
alk w

ith the child about pictures. A
sk

the child 1c point to objects or nam
e them

.
A

lw
ays give the correct answ

er.
G

ive directions to follow
: "C

lose the
door" or "P

ick up the doll". B
e sure to m

ake
this a fun gam

e.
T

c3ch children the nam
es of unusual

objects
such

as
fire

extinguisher,
therm

om
eter, screw

driver.

kes to im
itate

S
now

s interest in dram
atic play

E
ncourage finger plays.

C
ite

nursery
rhym

es.
E

ncourage
the

children to repeat them
.

P
lay "I am

 a m
irror". S

tand or sit facing
the children and have them

 copy everything
you do.

P
rovide dolls, dress-up clothes, carriage,

doll
bed,

toy
telephones

for
pretend

conversations.

-creased ae,.e;cprrent of fine rnotoi
skills

P
rovide, crayons, chalk, paint and paper

for scribbling and painting.
A

llow
 the child to "paint" the sidew

alk,
building, w

heel toys, etc., w
ith clear w

ater
and a brush.

P
rovide opportu.S

 to play w
ith play

dough, finger 'paint.
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 T
H

R
E

E
-Y

E
A

R
O

LD

M
O

S
T

 o
f t

he
 ti

m
e,

 th
e 

th
re

e-
ye

ar
-o

ld
 is

a 
de

lig
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 to
 p

ar
en

ts
 a

nd
 c

ar
et

ak
er

. H
e 

of
te

n
tr

ie
s 

ha
rd

 to
 p

le
as

e 
an

d 
to

 c
on

fo
rm

. P
ra

is
e

an
d

fr
ie

nd
ly

co
m

m
en

ts
ar

e
es

pe
ci

al
ly

ap
pr

ec
ia

te
d 

by
 c

hi
ld

re
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of
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 a
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. G

en
er

al
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th

e 
yo

un
gs

te
r 

be
co

m
es

 m
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e 
co

op
er

at
iv

e 
an

d
en

jo
ys

 n
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xp

er
ie

nc
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. H
e 

se
em
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fe
el

m
or

e 
se

cu
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w
ith

in
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m
se

lf
an

d
in

hi
s

re
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tio
ns
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ps

 w
ith

 o
th

er
s.

 H
is

 s
en

se
 o

f h
um

or
is

 d
ev

el
op

in
g 

an
d 
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eg
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s 
to

 s
ho

w
 d

el
ig

ht
in
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 p
ra

ct
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 jo
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O
N

E
sh
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m
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et
e
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op

er
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io
n 

fr
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e 

th
re

e-
ye

ar
-o

ld
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ev

er
.

H
e 

st
ill
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cc
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io

na
lly
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xe

rt
s 

hi
s 

in
de

pe
nd

en
ce

an
d 

m
ay

 r
ev

er
t t

o
le

ss
m

at
ur

e 
be

ha
vi

or
.

P
ro

bl
em

s 
m

ay
 a

ls
o 

oc
cu

r 
w

he
n 

th
e 
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ild

re
ac

he
s 

3Y
2y
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 o
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ge
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s 
he
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fte
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be
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m
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bo

ss
y.

H
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gi
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fo
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ro
ng

fr
ie

nd
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ip
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w
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 fe

w
 m

em
be
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f h
is

 g
ro

up
an
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m

ay
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nd
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 d
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gr
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th
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 p
ro
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em
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m

ay
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e 
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he

 b
eg
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to
 te
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m
its

.

T
H

E
 th
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ye
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ea

se
d 

la
ng

ua
ge

sk
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s 
he

lp
 tc

 m
ak

e 
lif
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ea

si
er
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r 

hi
m

 a
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r

th
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e 
ar

ou
nd
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im

. H
e 

ca
n 

co
m

m
un

ic
at

e 
hi

s
ne

ed
s,

 id
ea

s 
an

d 
qu

es
tio

ns
. T

hi
s 

is
 g

oo
d,

 fo
r

it 
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 a
n 

ex
ce

lle
nt

 w
ay

 fo
r 

th
e 

ch
ild

 to
 le

ar
n

ne
w

 c
on

ce
pt

s.
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E
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E
D
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w

s 
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in
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 a
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th
er

 n
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ct
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to

be
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ed

w
ith

H
e 

ca
n 

*b
e 

ex
pe

ct
ed
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sk
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s 
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lit
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di
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ac

co
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3l
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h
su
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al
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 o
n 

tip
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oe
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g 
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g 
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 d
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fe
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lo

ck
s

. m
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 b
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ng
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 b
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g
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dr
aw
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ho
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on
ta
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 c
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ot
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 c
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 c
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 m
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.
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zz
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g 
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pa
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,
as

 w
el

t a
s 

ar
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ct
iv

iti
es
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e 
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n 
at
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 a
ge

. H
e 

is
 m

uc
h

m
or

e
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sf
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g
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si
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se
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 th
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 m
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t g
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m
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T
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 c
hi

ld
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le
 to

 s
pe
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e 

tim
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at
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e 
ac

tiv
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T
H

E
th
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ye
ar
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ld
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in
g

w
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ot
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 n
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 p
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w
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e 
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e
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rin

g 
is
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no
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ge
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 c
on
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s
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s
m
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ex
pe

ct
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m

ou
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e 
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ild
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 in

 d
ra

m
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s 
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f t
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 p
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s 
ye
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e
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pe
ci

al
ly
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m
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y 
re
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te

d 
to

 c
om

m
un
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an

d 
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m
m

un
ity
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el

pe
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. T
hi

s 
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 a
 p

er
io

d 
w

he
n

th
e 

ch
ild
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g 
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m
eo
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 to
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er
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d 
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s 
fe

el
in

gs
.



L
E

A
R

N
IN

G
 E

X
PE

R
IE

N
C

E
S

S
kills and C

haracteristics

Increased developm
ent of large m

otor
skills

G
reater control over sm

all
m

uscles

0A
ctivities

P
rovide. opportunities for vigorous free

play indoors and outdoors.
P

rovide
opportunities

for
clim

bing,
jum

ping, riding w
heel toys.

P
lay

F
ollow

-the-Leader
requiring

vigorous body m
ovem

ents.
P

rovide opportunities for free play w
ith

blocks in various sizes, shapes.
P

rovide a variety of m
anipulative toys

and'activities such as pegboard and peg sets,
tinker toys, puzzles.

E
ncourage children to dress and undress

ti ,selves, serve food, set the table, w
ater

the plants.

Increased developm
ent of language

skills and
vocabulary

P
rovide

opportunitiet each
day

for
reading stories

to children
in a group or

individually.
E

ncourage children to tell stories.
E

ncourage
children

to
talk

about
anything of interest.

B
eginning to understand num

ber concepts.
U

sually can grasp concept
.of

1, 2, 3. C
an

count several num
bers in

series but m
ay leave

som
e out

C
ount objects of interest, i.e., cookies,

cups, napkins or dolls. W
hen possible m

ove
them

 as you count. A
llow

 children to count
them

.D
isplay

num
bers

in
the

room
.

U
se

calendars, charts, scales, and rulers.

E
njoys m

usic and is beginning to
be able to

carry a tune, express
rhythm

C
urious about w

hy and how
things happen

P
rovide m

usic activities each day. S
ing

songs, create rhythm
s.

M
ove body to m

usic.
E

ncourage children to m
ake up songs.

P
rovide new

 experiences w
hich arouse

questions. A
nsw

er the questions sim
ply and

honestly. U
se reference books w

ith the child
to find answ

ers.
C

onduct sim
ple science activities:

w
hat w

ill the m
agnet pick up?

freeze w
ater, ice cream

plant seeds
m

ake a terrarium
fly kites on a w

indy day
E

njoys art a/S
ties

E
ncourage free eA

m
iession w

ith paint,
crayons,

chalk,
coW

d
pens,

collage
m

aterials, clay, play dough.
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'
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t
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T
H

E
fo

ur
-y

ea
r-

ol
d

sh
ow

s
in

cr
ea

se
d

co
nt

ro
l

an
d

in
te

re
st

in
pe

rf
ec

tin
g

an
d

im
pr

ov
in

g 
m

ot
or

 s
ki

lls
.

G
re

at
er

 c
on

tr
ol

 o
f

sm
al

l m
ot

or
 s

ki
lls

 is
 m

ar
ke

dl
y 

ex
pr

es
se

d 
in

dr
aw

in
g

as
hi

s
dr

aw
in

gs
be

co
m

e

re
pr

es
en

ta
tio

na
l

sy
m

bo
ls

of
hi

s
w

or
ld

--
a

ho
us

e,
 p

er
so

n,
 fl

ow
er

. T
he

 fo
llo

w
in

g 
m

ot
or

sk
ill

s 
m

ay
 b

e 
ex

pe
ct

ed
 d

ur
in

g 
th

is
 p

er
io

d

La
rg

e 
M

ot
or

 S
ki

lls

ru
ns

 o
n 

tip
 to

es
ho

ps
 o

n 
on

e 
fo

ot
 a

nd
 g

al
lo

ps
th

ro
w

s 
a 

ba
ll 

ov
er

ha
nd

pu
m

ps
 h

im
se

lf 
as

he
 s

w
in

gs

S
m

al
l M

ot
or

 S
ki

lls

un
zi

ps
,

un
sn

ap
s

an
d

un
bu

tto
ns

cl
ot

he
s,

 a
bl

e 
to

 d
re

ss
 h

im
se

lf
cu

ts
 o

n 
a 

lin
e 

w
ith

 s
ci

ss
or

s
la

ce
s 

sh
oe

s
m

ak
es

 d
es

ig
ns

 a
nd

 c
ru

de
 le

tte
rs

T
H

E
 fo

ur
-y

ea
r-

ol
d 

m
ay

 b
e 

ex
tr

em
el

y"
ac

tiv
e 

an
d 

ag
gr

es
si

ve
 in

 h
is

 p
la

y.
 H

is
 m

ot
or

dr
iv

e 
is

 h
ig

h 
an

d 
he

 r
ac

es
 u

p 
an

d 
do

w
n 

st
ai

rs
or

 a
ro

un
d 

co
rn

er
s,

da
sh

es
 o

n 
hi

s 
tr

ic
yc

le
 o

r
sc

oo
te

r,
ki

ck
s,

hi
ts

 a
nd

 b
re

ak
s 

th
in

gs
. H

e
of

te
n

is
"o

ut
 o

f b
ou

nd
s"

 in
hi

s 
ph

ys
ic

al
be

ha
vi

or
, a

s 
w

el
l

as
 o

th
er

 a
sp

ec
ts

 o
f h

is
be

ha
vi

or
.

H
IS

 a
tte

nt
io

n 
sp

an
 is

 lo
ng

er
an

d 
he

 w
ill

us
ua

lly
 fi

ni
sh

 a
ct

iv
iti

es
 th

at
 a

re
 b

eg
un

.
H

e

m
ay

 e
ve

n 
sp

en
d 

a 
go

od
de

al
 o

f t
im

e 
pl

an
ni

ng

an
 a

ct
iv

ity
 b

ef
or

e
he

 b
ig

 n
s 

'%
ai

th
 h

is
 lo

nc
ie

r
at

te
nt

io
n 

sp
an

,
he

ca
r'

en
y.

.-
.-

/
m

or
e 

gt
;;.

.2
ac

tiv
iti

es
. H

e 
ca

n 
'is

te
n 

3s
 v

.e
ll 

as
 s

ha
re

,
in

st
or

yt
im

e 
an

d 
m

uS
x.

tim
e

T
H

E
 im

ag
in

at
io

n 
of

 th
e 

fo
ur

-y
ea

--
3

J 
:s

vi
vi

d 
an

d 
of

te
n 

se
em

s 
to

 h
av

e 
no

re
.a

s:
na

t.t
:e

lim
it.

Im
ag

in
ar

y 
pl

a,
m

at
es

of
te

n 
be

:s
am

e 
a

pa
rt

 o
f t

he
 c

hi
ld

 p
la

y.
T

hi
s 

im
ar

tin
a:

cf
:e

n

ac
al

irb
rii

se
.s

ov
er

 in
to

 r
ea

l l
ife

 th
ro

Jg
h

ta
r-

ta
'e

s 
an

j

T
H

E
 c

hi
ld

 a
t t

hi
s 

ac
e 

is
 a

 g
re

at
 ta

lk
er

H
e 

en
jo

ys
 s

er
io

us
 d

is
cu

ss
ia

ns
an

d 
as

ks
 m

an
y

qu
es

tio
ns

. H
is

 q
ue

st
io

ns
 m

ay
 e

xp
re

ss
in

te
re

st

in
de

ta
ils

re
ga

rd
in

g
de

at
h 

an
d

th
e

bi
rt

h
pr

oc
es

s.
 H

is
 la

ng
ua

ge
 m

ay
 r

an
ge

fr
om

 s
ill

y
w

or
ds

su
ch

as
"o

os
hy

-w
oo

sh
y"

or

"b
at

ty
-w

at
ty

"
to

pr
of

an
ity

.
Lo

ud
,

si
lly

la
ug

ht
er

 m
ay

 a
cc

om
pa

ny
su

ch
 la

ng
ua

ge
.

IN
T

E
LL

E
C

T
U

A
L

sk
ill

s
ar

e

de
m

on
st

ra
te

d 
in

 c
la

ss
ifi

ca
tio

n
ac

tiv
iti

es
 a

nd

re
as

on
in

g
ab

ili
ty

.
F

ou
r-

ye
ar

-o
ld

s 
m

ay
 b

e
ex

pe
ct

ed
 to

 , 
ha

ve
 a

 b
as

ic
 u

nd
er

st
an

di
ng

3f
co

nc
ep

ts
 r

el
at

ed
 to

 n
um

be
r,

si
ze

 a
nd

 w
ei

gh
t,

co
lo

rs
, t

ex
tu

re
s,

 d
is

ta
nc

e,
 p

os
iti

on
,

an
d 

tim
e.

C
H

IL
D

R
E

N
 a

t t
hi

s 
ag

e 
en

jo
y 

be
in

g
w

ith
ot

he
r

ch
ild

re
n

as
th

ey
ar

e
m

or
e

gr
ou

p-
co

ns
ci

ou
s.

P
re

te
nd

in
g 

to
 b

e 
m

ot
he

rs
an

d 
da

dd
ie

s,
 d

oc
to

rs
 a

nd
 n

ur
se

s,
 g

ro
ce

rs
an

d

sh
op

pe
rs

,
po

lic
em

en
an

d
m

ai
lm

en
,

ar
e

ac
tiv

iti
es

 w
hi

ch
 o

cc
up

y 
m

uc
h 

of
 th

ei
r

tim
e

du
rin

g 
fr

ee
 p

la
y 

w
ith

 o
th

er
ch

ild
re

n.

F
O

U
R

-y
ea

r-
ol

ds
 h

av
e 

a 
st

ro
ng

 n
ee

d 
to

fe
el

 im
po

rt
an

t a
nd

 w
or

th
w

hi
le

 a
nd

es
pe

ci
al

ly
ap

pr
ec

ia
te

 p
ra

is
e 

fo
r 

th
ei

r
ac

co
m

pl
is

hm
en

ts
.

T
he

y 
al

so
 n

ee
d 

op
po

rt
_n

iti
es

to
 e

xp
er

ie
nc

e
m

or
e 

fr
ee

do
m

 a
nd

 in
de

pe
nd

en
ce

.



L A
'G

S
C

)
and C

haracteristics

G
ood

balance
ar

body
coordination.

Increased developm
ent of sm

all and
large

m
otor skills

E
X

R
.

P
rovide

opportunities
each

day
for

vigorous free play.
P

rovide opportunities for the child to
w

alk on a curved
line,

a straight
line,

a

balance beam
.

E
ncourage w

alking w
ith a beanbag on

the head.
G

am
es: "S

ee how
 fast you can hop",

"S
ee how

 far you can hop on one foot", "S
ee

how
 high you can jum

p"
P

rovide opportunitiei to throw
 balls,

beanbags, yarn balls.

A
biiity to group item

s according to sim
ilar

characteristics

Increased understanding of concepts related
to num

bers, size and w
eight, colors, textures,

distance and position, and tim
e

Lotto gam
es.

G
roup buttons as to color or size.

P
rovide a m

ixture of seeds. S
ort as to

kind.A
t clean-up tim

e, sort blocks according
to shape.

P
lay rhym

in
w

ord am
es.

In conversation, use w
ords related to

these
concepts.

P
lay

"F
ollow

 D
irection"

gam
es. S

ay, "P
ut the pencil beside the big

block'', o. "C
raw

l under the table".
P

rovide sw
atches of fabric and other

m
aterials w

hich vary in texture. T
alk about

differences. B
lindfold the child and ask him

to m
atch duplicate textures.

D
raw

ings and art express w
orld about

him
through sym

bols

A
v..a-e-ess of the w

orld about
him

P
rovide opportunity for variety of art

w
ork. E

ncourage child to tell a story or talk
about his finished project.

E
ncourage child to m

ix prim
ary colors

to produce secondary colors. N
am

e the colors
w

ith him
.

B
uild sim

ple bird feeder and provide
feed for birds. R

ecord the kinds of birds
observed.

I-rrange field trips to various com
m

unity
locallons of interest (park, fire station, police
station).

P
lant a sm

all flow
er/vegetable garden.

H
as a vivid im

agination; enjoys dram
atic play

P
rovide

variety
of

dress-up
clothes.

E
ncourage dram

atic pla
through props such

as cash register and
y food containers,

tea set and child-size
rniture.
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SECTION VI. MANAGEMENT TRAINING

A. Information on Self Employment Tax

B. Social Security Tax Worksheet (UDCS, Family

Day Care Unit)

C. Profit and Loss Worksheet (UDCS)

D. Permission to Deduct Social Security Tax

E. Good Money Management

F. Management of Time

G. Typical Schedule of Daily Activities
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%formation on
Self-
Employment
Tax

Publication 533

1975
Edition
For use in
preparing 1974
Returns

Department
Alit the
Ipeasury

Internal
Revenue
Service

(j%

Introduction
The self-employment tax is part of the sys-

tem for providing social security coverage for
persons who work for themselves. Each self-
employed person must pay self-employment
tax on part or all of his income to help finance
social security benefits, which are payable to
self-employed persons as well as wage earn-
ers

You must file an income tax return and pay
self-employment tax if you have net earnings
from self-employment of $400 or more, even
though you are not otherwise required to file
an income tax return Self-employment tax is
computed on separate Schedule SE (Form
1040).

For an explanation of the benefits available
to you and your family under the social secu-
rity program, consult your nearest Social Se-
curity Administration office

Social Security
Number

You must have a social security account
number if you are subject to the self-employ-
ment tax If you do not have one, apply for it
on Form SS-5, available at your nearest So-
cial Security office. Form SS-5 is also avail-
able at most Post Offices and at Internal Rev-
enue offices. Fill it out and mail it to the
Social Security office serving your area. If
you already have a social security account
number, do pot apply for another one, even
though you may have obtained your number
while you were an employee.

If you had a number and lost It, file Form
SS-5 indicating the state and approximate
date you applied for your number originally.
This way you will obtain the original number,
not a new one

Who Is Liable
For This Tax

If you carry on a business as a sole propri-
etor, are a member of a partnership, render
service as an independent contractor, or are
otherwise in business for yourself, you are
probably liable for self-employment tax and
eligible for participation in the social security
program.

If you have more than one business, your net
earnings from self-employment are the com-
bined net earnings from all your businesses.
Thus, a loss sustained in one business will
reduce the income derived from another

Even if you are fully insured under the So-
cial Security Act, you must pay the proper
amount of self-employment tax on your an
nual earnings

U.S. citizens abroad are subject to the self-
employment tax However, self-employed citi-

173

zens may earn up to $20,000 a year without
incurring a self-employment tax liability if
they meet the bona fide residence test. See
Publication 54, Tax Guide for U S. Citizens
Abroad, available free from your local Inter-
nal Revenue office.

Partnerships
A partner must include his distributive

share of partnership income or loss in com-
puting his net earnings from self-employ-
ment.

Guaranteed payments you receive from your
partnership should be included, plus your
share of earnings or minus your share of
losses.

If your tax year is different from that of your
partnership, you must include your distribu-
tive share of partnership income or loss for
the partnership tax year that ends within your
tax year.

Exemple.You file your return on the calen-
dar year basis and your partnership uses the
fiscal year ending January 31. Include your
distributive share of partnership earnings and
your guaranteed payments for the fiscal year
ending January 31, 1974, in your return for
the calendar year 1974.

If a partner dies within the partnership tax
year, his self-employment income will include
his distributive share of the income earned by
the partnership through the end of the month
in which his death occurs. This is true even
though his estate or heirs may succeed to his
rights in the partnership. For this purpose,
the partnership income for the year is consid-
ered to be earned ratably each month.

For example, suppose that a partner's dis-
tributive share of profits for the partnership
year ending June 30, 1974, was $2,000. The
partner, who filed his return on a calendar
year basis, died on August 18, 1974. For the
partnership year ending June 30, 1975, as-
sume that the distributive share of the partner
and his estate was $3,000. The deceased
partner's self-employment income to be
shown on his 1974 return will be $2,000 plus
$500 (2/12 of $3,000), or $2,500.

A limited or Inactive partner will include his
distributive share of partnership income or
toss and his guaranteed payments in deter-
mining his net earnings from self-employ-
ment.

Corporations
The performance of services as an officer

or employee of a corporation does not sub
ject you to self-employment tax even though
you may own most or all of the corporate
stock

Fees received for performing services as a
director of a corporation are includible in
self-employment income It is immaterial



whether remuneration is I ece,ved fur attend
ing directors meetings or fur btli v ny un
committees.

Subchapter S corporations. You are not lia-
ble for self-employment tax on income taxed
to you as a shareholder in a small business
corporation that elected not to be subject to
Federal income tax

Unincorporated Organizations
Generally, you are not considered self-em-

ployed if you ar... a member of an unincorpo-
rated organization that has certain corporate
characteristics and is classified as an associ-
ation taxable as a corporation. See the dis-
cussion of such organizations in Publication
542, Corporations and the Federal Income
Tax, which you may obtain free by sending a
postcard to your Internal Revenue office.

Exceptions
In general, every individual carrying on a

trade, business, or profession, either individ-
ually or in partnership is subject to the self
employment tax, .rffh the following excep-
tions:

Public officials, elected or appointed, and
state employees are not generally subject to
the self-employment tax on income derived
from their positions.

However, if an employee of a state or its
political subdivision is compensated solely
on a fee basis for services not covered under
a Federal-State social security agreement,
his fees are self-employment Income unless,
before the due date of his 1968 tax return, he
elected not to have his fees covered under
the self-employment provisions.

Nonresident aliens are not subject to the
self-employment tax. Residents of the Virgin
islands, Puerto Rico, Guam, or American Sa-
moa, however, are not considered nonresi-
dent aliens for self-employment tax purposes
and are therefore subject to this tax

Allan employees of International organiza-
tions and foreign governments. Aliens em-
ployed within the United States by an interne
tional organization or a foreign government
or a wholly owned instrumentality of a foreign
government, are not subject to self-employ-
ment tax United States citizens employed
under such circumstances are subject to
self-employment tax if they are exempt from
the social security employee tax

Members of certain religiou3 sects may be
exempt from the self employment tax An in
dividual eligible fui the exempi,u,Tiust be an
adherent to the established tenets ur teach
ings of such a sect by reason of which he is
opposed to accepting the benefits of any pri-
vate or public insurance that makes pay
ments in the event uf death. disability. uid
age. or retirement or that makes payments

toward the cost of, or provides services for,
medical care (including social security bene
fits) The religious sect must have been con-
tinuously in existence since December 31,
1950 To obtain the exemption, an individual
must file an application, Form 4029, and
waive all social security benefits

Clergymen and Christian Science practition-
ers are covered under the self-employment
provisions unless they obtain an exemption.
To get an exemption an individual must file a
timely application together with a statement
that he is conscientiously opposed to or be-
cause of religious principles is opposed to
the acceptance (for services performed as a
clergyman or practitioner) of any public in-
surance that makes payments in the event of
death, disability, old age or retirement, or
makes payments toward the cost of, or pro-
vides services for, medical care (including
social security benefits). Under proposed
regulations, the individual must meet either
of the following two tests (1) a religious
principles test that refers to the institutional
principles and discipline of the particular reli-
gious denomination to which he belongs, or
(2) a "conscientious opposition" test that re-
fers to opposition because of religious con-
siderations of individual ministers and Chris-
tian Science practitioners (rather than
opposition based on the general conscience
of any individual minister(s) or practition-
er(s)). The exemption, once obtained, is irre-
vocable.

How to obtain exemption. Use Form 4361,
Application for Exemption From Self-Employ-
ment Tax for Use by Ministers, Members of
Religious Orders and Christian Science Prac-
titioners This form is available at your Inter-
nal Revenue office. Be sure that you file It in
triplicate and that you sign and date It.

Time for filing application. Generally, a cler-
gyman in the ministry before 1969 who has
not elected to be covered under previous law
must have filed an application for exemption
from social security coverage by April 15,
1970 A clergyman entering the ministry after
1968 must file his application on or before the
due date for the second tax year in which he
has $400 or more of net earnings from self-
employment, some of which weie earnings
from the ministry.

Special Rule. Under proposed regulations,
certain ministers or Christian Science practi-
tioners to whom the above applies may ob
tam exemption even though they have not
filed Form 4361 within the above time hmita
tiuns If die last oliginal Federal income tax
return of a minister of practitioner that was
filed befoi e the expiration uf the above time
limitations for filing application for exemption
shows no self-employment tax liability, that
return will be treated as ail application foi
exemption pruvided that he hies a pruperly
executed Form 4361 before the 60th day af-

2 Publication 533 (Revised October 1974)
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a

ter publication of final regulations under s
tion 1402(e) of the Internal Revenue Co
1954 For additional information, contact y
Internal Revenue office.

In determining net earnings for services
performed as a minister, a Christian Science
practitioner, or a member of a religious order,
you should deduct all expenses attributable
to your calling, such as stenographic help,
transportation, etc

You must include as net earnings the
rental value of a parsonage or rental allow-
ance furnished you as part of your compen-
sation and the value of meals and lodging
furnished to you for the convenience of your
employer These inclusions affect only your
self-employment tax liability and do not alter
the status of these items for income tax pur-
poses.

Husband and wife missionary teams. If a
husband and wife who are both duly or-
dained, commissioned, or licensed ministers
of a church are under an agreement that
each is to perform specific services for which
they are compensated jointly or separately,
they must divide the self-employment income
between them according to the agreement.
However, if the agreement is with only the
husband or the wife the other performing no
specific duties for which compensation is
granted, the payment received under
agreement is self-employment Income on
the one who is a party to the agreement, ev
though the other spouse is also a duly or-
dained. commissioned, or licensed minister.

Self-Employed
Self-employed means more than regular

full-time business activities. It also covers
certain part-time work including what you do
at home or on the side in addition to your
regular job Some examples follow

Keeping books. An individual performing
bookkeeping and related services for several
clients as an Independent contractor is en-
gaged in a trade or business, the income
from which is self-employment income.

Sidelir,. T. V. Joges is employed full-time as
a clerk by me Green Co., but in his spare time
he services televisions and radios. Mr. Jones
has his own shop, equipment and tools, and
obtains customers through advertising and
the recommendation of former customers.
The Income from the television and radio ser-
vice is self-employment income.

An executor's or administrator's fees for ad-
ministering a deceased person s estate are
earnings from self-employment if the fidu-
ciary (that is, the executor of administrator) is

1) A professional fiduciary;

2) A nonprofessional fiduciary who ad
,stets an estate that includes an active tra e
or business, but only if



i

.he actively partp-ipates iii the upetation
e business, and

b) his fees are related to the operation of
the trade or_business, or

3) A nonprofessional fiduciary of a single
estate, the administration of which requires
extensive managerial activities on his part
over a long period of time, but only if these
activities are sufficient in scope and duration
to constitute the carrying on of a trade or
business If he does not know whether he is
included in this third category the fiduciary
should contact his local Internal Revenue of-
fice

Research grants. An individual who receives
funds under a research grant which are tax-
able to him, and who is free from the control
and direction of the grantor, is an indepen-
dent contractor. Such payments are included
in his net earnings from self-employment.

Owners of boarding houses, apartment
houses furnishing hotel services, tourist
homes, or motels are subject to self-employ-
ment tax if services are also rendered for the
occupants. Generally, services are consid-
ered rendered for the occupant if they are
primarily for his convenience and if they do
not go beyond services usually rendered in
connection with the rental of rooms. The sup-

0
ing of maid service, for example, is con-
red a service rendered primarily for the

cupant, bpt the furnishing of heat and
light, the coilection of trash, and so forth, are
not.

Trailer park owners providing land. services,
and facilities for trailer owners must include
all amounts feceived from this activity in
computing net earnings from self employ-
ment. These amounts are not "rentals from
real estate." as explained later

Joint returns, Even though you file a joint in-
come tax return with your wife, she is not
considered to be a self-employed person
with respect to your net earnings from your
self-employment. Therefore, she cannot
qualify for Social Security coverage on the
basis of your self-employment earnings. If
your wife has self-employment income of her
own, it is subject to the self-employment tax
If you both have self-employment income,
you both must file separate Schedules SE.

Community Income. For self-employment tax
purposes, if any of the income from a buss
ness is community income under state com-
munity property laws, all the gross income
and related deductions are generally treated
as gross income and deductions of the hus-
band However if the wife exercises substan
tially all the management and control over the

mess, all the gross income and related
uctions are treated as income and de-

ductions of the waft A otde s liut a self em
ployed per Sou urtheSS she has he tievu Ou

ness of unless she is an actual member of a
partnership.

Computing the Tax
If ytiu were self-employed during the year,

determine how much of yOur income, if any,
is subject to the tax

Net Earnings from
Self-Employment

Net earnings from self-employment is, gen-
erally, the net income from your business or
profession It includes, with certain excep-
tions noted below, all of the items of business
income and deductions allowable for income
tax purposes

All allowable deductions must be claimed.
You may not increase your Social Security
coverage and ultimate benefits by failing to
deduct all allowable items, including depreci-
ation.

Excluded Income
and Deductions

Do not include, in computing your net
earnings from self-employment, certain kinds
of income and deductions even though they
are taken into account in computing income
tax. Some of these are:

Rents from real estate or personal propbrty
leased with real estate, unless received in the
course of business as a real estate s;'aaler or
unless services are rendered for the occu-
pant (see Owners of boarding houses, apart-
ment houses, discussed earlier),

Interest (unless received in connection with a
trade or business, such as interest on ac-
counts receivable);
Dividends on securities (unless you are a
dealer in securities):
Undistributed small buslmiss corporation in-
come;

Gain or loss from sale or exchange of live-
stock held for draft, dairy, breeding, or sport-
ing purposes, and not primarily for sale, re-
gardless of how long held, or whether raised
or purchased;

Gain or loss from the sale of standing
crops sold with land that was held more than
6 months,

Capital gains and losses, such as gain or
loss on sale of investment property,

Gain or loss from sale of depreciable prop-
erty or other fixed assets used in your trade
or business,

Gain or loss from cutting of timber if you
have elected to treat the cutting as a sale or
exchange;

Ga In or loss from disposal of timber, coal, or
Iron ore hew fui more than six months, if an
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economic interest has been retained (for ex-
ample, a right to receive coal royalties);

Gain or loss on sale, trade, or Involuntary
conversion (including certain casualty
losses), or other disposition of property that
is neither stock in trade nor held primarily for
sale to customers;

income received by a retired partner under a
written plan of the partnership that provides ,
at least until such person's death, for life-
long periodic payments If the retired partner
no longer has any interest in the partnership
and did not perform any services for it during
the year:

Wages received as an employee (except as
otherwise indicated in Exceptions, discussed
earlier);

Tips received for services rendered as an
employee;

Net operating loss deduction;

Foreign expropriation loss deduction;

Deductions Mating to any of the above items
of income;

Nonbusinoss deductions;

Standard deduction;

Deductions for personal exemptions for
yourself, your wife, or dependents, and

Any other Income gains, losses, or expenses
not resulting from the conduct of your trade
or business.

Example. You own a grocery store and
your business for the year resulted in the fol-
lowing:

Gross profit on sales
Expenses'

Salads,
Rent
/feat. light. and air conditioning.....
Other expenses .

$9.000
2,700
1,400

900

mum

14,000

Net °weans Prom s 3.500

Gain on sale of refrigerator . $ 350
Fire Iola on store building S 1.200
Net operating lose carryover... . $ 1,000

In computing taxable Income, all these
items are taken into account. But in determin-
ing net earnings from self-employment only
the $3500 not operating profit Is considered.

Amount Subject to Taxes

You must have $400 or more of net earn-
ings from self-employment to be subject to
this tax.

Regardless of age, you must file a tax re-
turn for any year that you have $400 or more
of net earnings from self-employment, even if
you are 65 or over and are receiving social
security benefits.

No more than $13,200 of 1974 earnings Is
subject to this tax. Note. The wage base Umr-

3



Cation will increase horn $13.200 to $14,100 in
1975

If you had wages in 1974 that were subject to
social security tax, you must subtract them
from $13,200 to determine the maximum
amount subject to the seit-empioyment tax it
your wages subject to the social security tax
are at least $13,200, none of your net earn-
ings from soil-employment is subject to this
tax.

If you worked for a railroad and earned com-
pensation subject to railroad retirement tax,
you may be entitled to a credit on Schedule

, SE (Form 1040) against your self-employment
tax for excess hospital insurance benefits tax
paid. Use Form 4469 available from your In-
ternal Revenue office, and follow the instruc-
tions for that form.

Rate of Tax
Apply the rats of tax to your net earnings

from self-employment The rate Is 7.9% for
tax years beginning after December 31, 1973

Example 1. During the year 1974, you had
S15,000 net operating profit from your busi-
ness and received no wages subject to social
security tax. Only $13,200 of your Income is
subject to self-employment tax Your self-em-
ployment tax would be 7 9% of $13,200 or
$1042.80

Example 2. During the year 1974 you had
$15,000 net operating profit from your busi-
ness and also received $1,000 of wages sub-
ject to social security tax. Only $12,200
($13,200 - $1,000) is subject to self-employ-
ment tax. Your tax would be 7.9% of $12,200
or 5963 80. If your net earnings from self-em-
ployment had been only $3,000, then the en-
tire $3,000 would be subject to self-employ-
ment tax, and yOut tax would be 7 9% of
$3,000, or $237

Example 3. During the year 1974 you had
net operating profit from your business of
$3.000 and wages subject to social security
tax of $11,200 Only S2,000 ($13,200 -
S11,200) is subject to sea-employment tax
and your tax would be 7 9% of $2,000 or
$158

Optional Self-Employment
Tax Table

The Internal Revenue Service has devel-
oped an Optional Self-Employment Tax Table
(Publication 421). that may be used instead of
computing the tax Publication 421 may be
obtained free by sending a postcard to your
local Internal Revenue office

Pay-As-You-Go
Your declaration of estimated income tax

must include, in additton to your estimated
income tax, the self-employment tax attribut-
able to your estimated self-employment In-
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come If, in addition to being self-employed,
you receive wages subject to withholding,
you may arrange with your employer to in-
crease your withholding to cover the esti-
mated self-employment tax

You may be subject to a penalty for failure
to pay in full a correct installment of esti-
mated tax on or before its due date For more
information obtain Publication 505 from your
Internal Revenue office

Optional Methods for
Computing Net
Earnings from Self-
Employment
You may be able to elect an optional

method for computing your net earnings from
self-employment If you have net earnings
from nonfarm self-employment you may be
able to elect the Nonfarm Optional Method .

If you have net earnings from farm self -em-
ployment, you may be able to elect the Farm
Optional Method. If you have net earnings
from both farm and nonfarm self-employ-
ment, you may qualify for both options. In
general, the optional methods for computing
net earnings from self-employment are in-
tended to permit continued coverage for so-
cial security self-employment tax purposes
even though your net profit for the tax year is
small or you sustain a loss for the year.

Nonfarm Optional Method
You may elect the nonfarm optional

method (1) if your actual net earnings from
nonfarm self-employment are less than
S1,600, (2) if your not earnings from nonfarm
self-employment are less than 2, i of the sum
of your gross income (profit) derived from all
your nonfarm trades or businesses, including
your share of the income or loss from all non-
farm trades or business carried on by part-
nerships of which you are a member, and (3)
ii you are self-employed on a regular basis."

You are considered sell-employed on a
regular basis" tf your actual net earnings
from self-employment were not less than
St 00 in each of two of the three consecutive
tax years preceding the year for which you
elect to use this method Net earnings from
self-employment includes your distributive
share of net income or loss from any partner-
ship of which you are a member

You may not use the nonfarm optional
method for more than five tax years during
your lifetime

Uygur gross Income (profit) from all nonfarm
trades or businesses Is loss than $2,400 and
if your net earnings from your nonfarm self -
employment are

(1) less than $1,600, and
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(2) less than 2A of your gross nonfar
profit, you may report 2,) of the gross inco
(profit) from your nonfarm business as n
earnings from self-employment.

Example 1. Mrs Green, who had actual net
earnings from self-employment of $400 or
more in 1972 and 1973 from operating a gro-
cery, meets the 2 years of 3" requirement
and is considered regularly self-employed.
Her earnings from the grocery business in
1974 are as follows:

Gross income . $1.200
Net profit . . . 400

Because her actual net earnings from self-
employment are less than $1,600 and less
than 2 of her total gross nonfarm income,
Mrs. Green either may report her actual net
earnings of $400 for 1974 or she may elect
under the optional method to report $800 (2/t
of Z1,200).

Example 2. Assume the same facts as in
Example 1 except that gross income is $1,000
and net earnings are $600 Mrs Green must
report her actual net earnings of $800. She
may not use the optional method because
her actual net earnings are not less than 2/i of
her gross income.

Example 3. Assume the same facts as in
Example 1, except that Mrs. Green had a net
loss of $700. In this situation she may elect to
report $800 (2 /i of $1,200) under the whore
method.

H your gross Income (profit) from all nonfarm
trades or businesses Is more than $2,400 and
If your net earnings from nonfarm self-em-
ployment are

(1) less than $1,600, and

(2) less than 2/3 of your gross nonfarm
profit, you may report S1,600 as your net
earnings from nonfarm self-employment.

Example 1. Mr. White operates an appli-
ance repair shop His net earnings from self-
employment in 1971 were $8,500, in 1972,
$10,500, and in 1973, $9,500. He therefore
meets the "2 years of 3" requirement and is
considered regularly self-employed. His
earnings in 1974 are as follows.

Gross income $2,600
Net profit sto

Because his actual net earnings from self-
employment ($800) are less bran $1,600 and
less than 2/3 of his gross nonfarm income, Mr,
White may elect to report $1,600 as his net
earnings from self-employment for 1974, or
he may report $800 uncles the regular
method

Example 2. Assume the same facts as in
Example 1 except that Mr. White's actual net
profit for 1974 was $1,700. He must report the
full $1,700 under the regular method. He m
not use the optional computation becau
his actual net earnings from self-employmen
are not less than $1,600.



loss

3. Assume tne same facts as in
sample 1 except Mat Mr Ariite lieu a net

loss of $700 for 1974 He may elect the op-
tional method and report $1,600 as his net
earnings from self-employment

Farm Optional Method
If you are engaged in the farming business

either as an indivtduai or as a partner in a
farm partnership, you may be able to use the
optional method for determining your net
earnings from farm self-employment, regard.
less of your method of accounting

Evert If you have a net loss from farming,
you may use the optional method

No limitation on frequency of electing op-
tional method for self-employment Income
solely from farming. Unlike the optional
method for nonfarm income, which y Ai may
elect for no more than five tax years during
your lifetime, the optional method for farm
income carries no such limitation

II your gross Income (profit) from /arming
Is not more than $2,400, you may, under this
method, heat two-thirds of your gross i i
come as your net earnings from farm self
employment, even though your net income is
less than that figure, and even if you have an
actual loss

If your gross Income (profit) from /arming
Is more than $2,400, and your actual net
earnings from farm self-employment are less
than $1,600. you may treat $1.600 as your net
earnings from farm self-employment But if
gross income from farming is more than
52,400 and your actual net earnings from
farm self-employment are $1.600 or more,
you have no choice, you must use your ac-
tual net earnings to determine your self-em-
ployment tax

The farm optional method Is used only to
determine your sell-employment tax, and
then only if you want to use it It is not to be
used to determine your income lax Even
though you determine your net earnings frOrn
self-employment from farming by the optional
method these net earnings are subject to all
the other rules explained in this publication
to determine whether you are to pay self-em-
ployment tax, and if so. how much

Example. You have gross profit from farm-
ing operations of $670, and your net profit is
$150 You have no other self-employment in-
come Under the optional methud yuu may
consider two-thirds of $510. of $380. as yOui
net earnings from self-employment But you
lipwill not pay self-employment tax, because
neither the $150 actual net profit nor the $360
considered as not earnings from self-employ-
ment under the optional method meets the
minimum $400 net earnings requirement (dis-
cussed at the beginning of this publication)

Gross Income (profit) from farming, for the
purpose of the farm optional method. is de-

fermi-led by excluding any item listed under
Excluded income and neductions You must
also exclude income. deductions, and losses
resulting from any business other thar farm-
ing Wheat and cotton program payments
and similar government payments roomed
by a landowner who rents his land ate ex-
cluded unless the owner meets the material
participation tests See also Publication 225.
Farmer's Tax Guide. available free at your lo-
cal Internal Revenue office

Optional Earnings less than Actual Earnings.
If you are otherwise entitled to use the farm
optional method, you may do so even if your
net earnings under this method are less than
your actual net earnings. Thus, if your actual
self-employment net earnings total $425 and
your self-employment net earnings deter-
mined under the farm optional method total
$360. you do not owe self-employment tax if
you elect to use this method However, you
may use your actual net earnings to deter-
mine your self-employment tax, it you wish.

If you also have a nonfarming buslnesc, you
must not add its gross income to your gross
income from farming to determine your net
earnings from farm self-employment under
the farm optional method However, regard-
less of the method used to determine net
earnings from farm self-employment, you
must add all self-employment earnings to get
your total net earnings from self-employment

Electing Both Farm and Nonfarm
Optional Methods

If you elect to use both the farm and the
nonfarm optional methods according to the
rules discussed above, your total net earn-
ings from farm and from nonfarm self-em-
ployment cannot exceed $1,600

Example 1. You were self-employed on a
regular basis, as discussed in Nonfarm Op-
tional Method. for 1972 and 1973. In addition
to your farming business, you also operate a
retail grocery store Your 1974 gross income.
net profit, and optional farm and nonfarm net
earnings from self - employment are as fol-
lows

Farm
NOMarm

% of
Gross Net Gross

_income profit Profit

51.200 5900 $ 800
500 500 1000

Your idl4 net seif-empioyment earnings
may be any of tne amounts computed below,

Al.1611 Dpbonal Actwai Optional Net Self
farm net farm nonfarm nonfarm Employment
prof,' earnings net profit earnings earnings
$900 5.500 $1,400

$800 500 1.300
900 $1.000 1.900

800 1.000 1,800
tnimitod to $1 600

Example 2. A.,sumo the same facts as in
Example 1 above except that gross income,
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net profit, and optional farm and nonfarm net
earnings from self-employment are
lows

Farm
Nonfarm

as fol-

of
Gross Not Gross
income profit Profit

52.600 $400 $1,733
1.000 800 667'

Your 1974 net self-employment earnings
may be any of the amounts computed below'

Actual Optional Actual Optional Net Self.
farm net farm nonfarm nonfarm Employment
profit earnings not profit earnings earnings
1400 $800 $1,200

S1500 1500 2,400
400 667 f

1.600 667
'nonfarm optional method may not be elected for 1974

because actual not earnings from nonfarm sell-
employment (5800)/110 not less than $' of gross nonfarm
profit (1/4 of $1,000. or $667),

'limited to 51.600

Computation of
Self-Employment Tax
On Schedule SE

Schedule SE (Form 1040), illustrated at the
end of this publication, ib based on assumed
facts concerning Susan J. Brown, who oper-
ates a sole proprietorship. Her profit and loss
statement shows net profit from her retail la-
dies' apparel shop, "Milady Fashions," of
$18,471.29 If, in addition to operating her
business, Mrs. Brown had worked for wages
totaling $13,200 or more in 1974 she would
not have filled out Schedule SE If she were
engaged in more than one business, she
would combine the profits and losses from all
of them and fill out Just one Schedule SE
Notice that Schedule SE shows only Mrs
Brown's name as the self-employed person
Since her husband has no interest in the
business, he is not permitted to pay self-em-
ployment tax on this income for social secu-
rity credit. If her husband had self- employ-
ment income. he would have to file a
separate Schedule SE The explanations giv-
en below are keyed to corresponding num-
bers on the filled-in Schedule SE below.

Ill Since Mrs. Brown has no earnings from
farm self-employment, she leaves Part I
blank.

[2] Mrs. Brown enters on line 5(a) her net
profit from her business, $18.471.29

(3) Because Mrs. Brown has no other self-
employment income, she leaves lines
5(b) (e) blank, and brings the amount on line
5(a) down to line 6. If she had received in-
come from any of the sources listed in items
(b). (c), (d), or (e), she would have added
these amounts to the amount on line 5(a) and
entered the total on line 6.

[41 Since she had no income from ex-
cluded services or sources to subtract, Mrs.
Brown leaves line 7 blank and brings the
amount on line 6 down to line 8
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[5) Mns. Brown does not till in lines 9, 10,
and 11, Nonfarm Optional Method, because
her net earnings from nonfarm self-employ-
ment are $1,600 or more. If these earnings
had been less than $1,600, she could have
elected the nonfarm optional method if, in
addition to having net earnings from nonfarm
self- employment of less than $1,600, she was
self-employed "on a regular basis" (see Non-
farm Optional Method) and net nonfarm self-
employment earnings did not exceed two-
thirds of her gress profit from her nonfarm
business If she had net earnings from farm
self-employment, she would have added
them to her nonfarm self-employment earn-

Ings, if the sum exceeded $1,600, she would
not have qualified for the nonfarm optional
method, but she might have qualified for the
farm optional method (see Farm Optional
Method,).

[6] Mrs. Brown brings the amount on line 8
over to line 12(b), and then, because she has
no farm income, enters the same amount on
line 13.

[7] If Mrs. Brown had received any wages
subject to social security tax withholding, she
would have subtracted the amount of these
wages from $13,200, the maximum on which
social security tax may be paid. Since she
had no wages or tip income, she brings the

F'

$13,200 on line 14 down to line 16. Since Ii
16 is smaller than line 13, she enters $13,2
on line 17.

[8] Mrs. Brown now computes her self-em-
ployment tax; since she entered $13,200 on
line 17, she enters $1042.80 (.079 times
$13,200) on line 18.

[9] Mrs. Brown makes no entry on line 19,
which applies only to railroad employees and
railroad representatives

[10] Mrs. Brown brings the $1042.80 on line
18 down to line 20. This is the amount she will
enter on line 55, Form 1040, she will pay it as
part of her income tax for 1974.

,1-
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(Form 1040)
Desert vient et the liesture
lateen'. Revenue Stones

Computation of Social Security Self-Employment Tax
Its. Each selfemployed person must file a Schedule SE.
)1i. Attach to Form 1040. gs. See Instructions for.Schedule SE (Form 104` Il 7

SCHEDULE SE

It you had wages. ncluding tips, of $13,200 or more that were subject to social s lardy taxes, do not till in this orm
If you had more than one business, combine profits and losses from all your bus esses and farms on this Schedule SE

Important.The self employment income reported below will be credited to your social security record and used in f Luring social secunty benefits

NAME OF SELFEMPLOYED PERSON (AS SHOWN 0 SOCIAL SECURITY CARD) Social secunty number of 1

ft4 -C4e4Y `37 13 P &WM
amt-arnalorN Pit?'" I i/?5? ijy i es.g9

Business activities subject to self employment tax (grocery store, rest.urant, farm, etc ) Ili. _.44 ,d, es Au fa, p e J
If you have ants/ farm income complete Parts I and III. If you have only nonfarm income complete Pirfs II and III.
If you have both farm and nonfarm income complete Parts 1,1l, and III

Computation of Net Earnings from FARM SelfEmploymentPart I
A farmer may elect to compute net farm earnings using the OPTIONAL METHOD, line 3, instead oc using the Regular Method,
line 2, if his gross profits are. (1)$2,400 or less, or (2) more than $2,400 and net profits are fess than $1,600. However, lines 1and
2 must be completed even if you elect to use the FARM OPTIONAL METHOD

REGULAR METHOD J (a) Schedule F, fine 54 (cash method), or line 74 (accrual method).
1 Net profit or (loss) from: l (b) Farm partnerships

2 Net earnings from farm selfemployment (add lines 1(a) and (b))
FARM OPTIONAL METHOD (a) Not more than $2,400, enter twothirds of the gross profits . . .
3 If gross profits

from farmmg ' are: (b) More than $2,400 and the net farm profit is lass than $1,600, enter 61,600 . . .
Gross profits from farming are the total gross profits from Schedule F. line 28 (cash method), or line 72 (accrual
method), plus the distributive share of gross profits from farm partnerships (Schedule K-1 (Form 1065), lone
15) as explained In instructions for Schedule SE. A

4 Enter here and on line 12(a), the amount on line 2, or line 3 if you elect the farm optional method .

Computation of Net Earnings from NONFARM Self-Employment
(a) Schedule C, line 21. (Enter combined amount if more than one business.) . /4 4'J
(b) Partnerships, joint ventures, etc. (other than farming)

4.1 REGULAR M (c? Service as a minister, member of a religious order, or a Christian Science prat-

k5 pr titioner. (Include rental value of parsonage or rental allowance furnished.) If
(lo you filed Form 4361: check here o and enter zero on this line

(d) Service with a foreign government or international organization
(Sas Form 1040 h. , ,

(e) Other abortions fa Iona 37.) Specify

6 Total (add lines 5(a), (b), (c), (d), and (e))
7 Enter idjustments if any (attach rtatement)
8 At!.;ustid net earnings or (loss) from nonfarm selfemployment (line 6, as adjusted by line 7) . .

[4] If line Is $1,600 or more OR if you do not elect to use the Nonfarm Optional Method, omit tines 9
throng 11 and enter amount from line 8 on line 12(b), Part III.
Note: Y, u may use the nonfarm optional method (lone 9 through line 11) only if fine 8 is less than $1,600 and
less than two thirds of your grosp nonfarm gaits,' and you had aetual net earnings from solf.omploymInt of
$400 or more for at least 2 of the 3 following roars. 1971, 1972, a,id 1973. The nonfarm optional method can

only be used for 5 taxable years.
'Gross profits from nonfarm buslneb, are the total of the gross profits from Schedule C. line 3. plus tciedIstribu.

bye share of gross profits from nonfarm partnershitos (Schedule v 1 (Form 1065), line 15) as explained In
instructions for Schedule SE. Also, include gross profits from services reported on lines 5(c), (d), and (a), ins
adjured by line 7.

NONFARM OPTIONAL METHOD
9 (a) Maximum amount reportable, under both optiona; methods combined (farm and nonfarm) . .

(b) Enter amount from line 3. (If you did not elect to use the farm optional method, enter zero.)

(c) Balance (subtract 3(b) from line 9(a))
10 Enter twothirds of gross nonfarm profits' or $1,600, whichever is smaller
11 Enter here and on line 12(b), the amount on line 9(c) or line 10, whichever is smaller
IIMIlliComputation of Social Security SeltEmployment Tax

Part 11

.12 Net earnings or (loss): (a),,From farming (from line 4)
(4]-- 40.4b) From n arm (from line 8, or line 11 if you elect to use the Nonfarin Optional Method) .

13 Total ne earnings or (loss) from self employment reported on line 12. (If line 13 Is less than $400,

you?ra iot subject to salfemployment tax. Do not fill in rest of form.)

14 The le t amount of combined wages and self employment earnings subject to social security tax for 1974 is

b (a) T tat "FICA wages as Indicated on Forms W-2
I(b) nroported rips, if any, subject to FICA tax from Form 4137, line 9 .

(a) otal of lines 15(a) and (b)

16 Bala L(subtract line 15(c) from line 14)
17 Selfemrloyment incomeline 13 or 16, whichever is smaller
1$ If line 17 is $13,200, enter $1,042.80, if less, multiply the amount on line 17 by .079 .

19 !road employee s and railroad employee representative's adjustment from Form 4469, Ione 10
20 Self employment tax (subtract lone 19 from lone 1R) Enter here and on Form 1040. fine 55

179
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Notos

For sale by the Superintendent of Documents, U.S. Government rrinting Office
Washington, D.C. 20402 - Price 30 cents

Stock Number 4804-00749
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UNITED DAY CARE SERVICES FAMILY DAY CARE UNIT

SOCIAL SECURITY TAX WORKSHEET

Calculation of Pro-Rated Business Expenses in the Family Day Care

Home of

Date prepared

If you operated for the full year the following will apply:

Square feet of space used for day care = sq. ft. =

Total square feet in the house sq. ft. business use

If you operated for a part of this year the following will apply:

Take % of business use figured above and multiply by (X)

the % of year in operation.-
To figure % of year in operation:

Number of months you did operate =
12 12

% of business use

Multiply by (X) % of year in operation

% of business use which may be subtracted
from your total earned income

* * * * * * * * * * * * *

% of year in operation.

You pay Social Secursity Taxes on your net income.
The gross (or total) income is the amount paid by United Day Care Services

to you for child care services you provided.

Subtract from the gross income figure the percentage you are allowed for

business use, to determine your net income.

.Gross Income
Less % Businesez U-e

Net Income

Social Security Taxes are paid on the amount of Net Income.
Your future Social Security Eenefits at tftme of retirement are

determined on tlia basis of the amount of social security taxes you

have 'W.I.

The percent business usta figure is also used to determine other hustness

expenses related to child care that can be dedicted from income tax)

for c7:amnle, to figvre anount of utilities, etc. used for ^hild care.

181



SCHEDULE C
(Form 1040)

rirtment of the tips si,ry
-,1 Re vei110 1:tro i

liN11 0 PAY CAR!. SIR' VICE S

Profit (orLoss) From Business or Profession
(Sole Proprietorship)

rx Attach to Form 1040.
Partnerships, joint ventures, etc., must file Form .55.

Ano(S) as sitcom on I tm 1040 I Social security number

I iletUri() 6 ncone i 6 Jo (Int /1.0-(1/1/1 !f1ll/5 band t 6 4.4 lOint
Seitviee Pay e e-tuitn.A Principal busInnr-s ativity . product

(See St.hedule C hi,tructioils) (For -amplo. retzi)haidwtro, wholeurotobacco, strikesle/IL manuticturIntfurniture: Ito)

OCif OpoLtok' NameEl Business namo C Employer Identification Number N/A

O Business address (nitthber and street) 'erne Adcfku4
City. Stato and ZIP code Home nad'Lc;,54

E Indicate method of accounting. (1) 10 cash; (2) 0 accrual; (3) 0 other
F Were you required to file F0,171 1096 tar 1972? (3eo Schedule C Instructions) YES a NO. If "Yes," where filed/

G Is this business located with.n the boundaries of tho city. town, etc., indicated? YES NO. Ail/SWeJL yeti on No
H Did you own this business at t'le end of 1972? tt YES NO.

1 How many morths in 1972 d vr-1 own this business? . ......... Indicate months you opaated
J Was an Emploirr's Quarterly Federal Tax Return Form 941. fled for this business for any quarter In 1972? YES

IMPORTANT AU aon'ic at*: hres and schedules must be filled in.

O

z

1 Gross receipts or sales $ le,s returns and allowances S Naruz. Balance lx.

2 Less: Cost of goods Said and or operations (Schedule C-1. linc S)

3 Gross profit

4 Other in-cme (attach ,:hedule)
5 TOTAL in,:oirin i 1.111ales 1 ar,, 41

a NO.

6 Depreciation (expi lin in Schedule C-1) . Show de,tazez on AevciuSe i OS To.taL
7 Taxes on business and business property (explain in Schedule C-3) csu , 06 Tata. CZty .6 Cou
8 Rent on tus,ness property go 04 Toa - house -is not owned

g o 6. Total = .6 how de-taitis on iteuenze9 Repairs (explain in Schedule C-3)

10 Salaries and wages not included on hoe 3. Schedule C-1 (exclude any paid to yourself)

11 Insurance Ø. 1100,6 C 'i, 04. TOtte,
12 Legal and professional f.:es 16 , any, DOteet Expen4e o ti ; o 4. Tata, --. Tax
13 Commissions

14 Amortization (attach statement)

IS (a) Pension and profit sharing plans (seer Scnedulo C Instructions)

(b) Emplo,,eo benefit programs (see Schedule C, Instructions)

16 Interest on bus.ness indebtedness 16 any- 100% c )4 V.Oteet on. % oti Totat-Fene etc.,

NIA

tto.u...PnepattaLi

NI

17 Bad debts ans rig from slier.: or services

130epletIon

19 Other business expenses (specify):

(a) .9a...0.6..T.O.Ate.

Tata,e.

_Iota&

co....telephone
(g),

(h)

(i)
Food poi eim,..effAca

(I)

(k) til appt Leis..ao.e.d. fliftd1Lea
(I)

(m)

(o)

(p) Total other business expenses (add lines 19(a) through 19(o))
20 Total deductions (add lines 6 throilth 191

141

21 Net profit (ur loss) (subtract line from lino 51. Enter here and on line 35, Form 1040. ALSO enter on
Schedule SF, line 1 IS

Any amounts zhown as bwsinc6.6 expen4e mot not be inctuded in itemized deductions
on pazonat tams.

182



Scrim-loin ( (Form 1010) Ii)? Page L.

SCHEDULE C 1. COST OF GOODS SOLD AND/OR OPERATIONS (See Schedule C Instructions for line 2)

1 Inventory at beginning of year (if ditletent bo:n list year's closing inventory, attach explanation)

2 Purchases $ ess test of items withdrawn for personal use $ Balance 0.-

3 Cost of labor (do not include salary paid to yourself)
4 Materials and supplies . . . .

5 Other costs (attach schedule)
6 Total of lines 1 through 5 . .

7 Less: Inventor/ at end of ye ar
8 Cost of goods sold and /or operations. rider here and on Ilne 2, page 1

Method of Inventory v aluation tv.

Was there any sub,tanb.il in La rummer of detQrniiiiing quantities, costs, or valuations between the opening and closing
Inventories' 1 YES O NOM "Yes," attach explanatio

SCHEDULE C-2. DEPRECIATION (See Schedule C Instructions for line 6)
Note: If deprecletirn Is compott1 by iisng tho Clas, Life iADRI ',stern for assets placed In service alter Oecombor 31. 1010. or the Guideline Class
Elle 5y .tom fur ,.s ts pi.r I in sr.nrice t,cf ro January 1, I3/I, you most fib Form 4032 (Class Life tnf)tit System) or Form 5006 (Guideline Class
Lao t;ysti La i1.1. a. ..itm prookle t In In..,,tro tax regul.itions sections 1.16701-110)1(5)(vi) and 1 167(a) -12, tho provisions of
Revenue Fi.r,edirii..s ale mil apb,vat,lo for taxable years ending atter Do;.ember 31, 1970. If you need more space, use Form 4562.

Check box If you made an rick:ban this taxable year to use 0 Class Life (ADR) System and/or Guideline Class Life System.

I acquired other basis

d. Depreciation e. Method of
allowed or allowable

In prior years depieciation
computinga. Group ant ei,floa class

or &so/lotto., of popqty
b Oats I c Cost or

___ ___ ..
1 Tom additional first-year depreciation (do not include in items below)

2 Depreciation from Form 4832 - .

3 Depreciation from Form 5006 . . . . . .

4 Other depreciat or I

Buildings ,tfoci 1 c . 4.: own ait

Furniture and fixtures i'ff145t bet klet.2.121A2.Cd a wi -ELS-W-44.4:-atilitebit
Transportation equipment . . . i

Machinery and other equipment .

Other (specify)
1 -

Fence 10 to 12 yg.wli

5 Totals

t. Life or
rate

s. ()medalist' for
this year

,

-vatte--and-- iten-de meciateth.--

6 Less amount of depreciation claimed in Schedule C-1
7 Oalanre--Enter hero and on page 1, line 6

SUMMARY OF DEPRECIATION (Other Than Additional First Year Depreciation)

1

Straicht line Declinirg bqlsnce Sum of the
years difits production

Unto of
Other (seac111)

1 gpoir.e,st on horn j

trim 50,6 ,
irr," A932 . 1

2 Itr.,,e..et.on from 1 1
3 Other . - . f ...----.....,

Total

SCHEDULE C-3. E LANATII OF LINES 7 AND 9'
I;

line No. Explanation1 *Amount

114 .7 ---7 a photon Arnow: $
1

! !!
I

9- Taitat., Cpath S.,
.....9.... __Was la.ng.. mackuu. Ac.pa.,4,...... ...........

1

. - II

1

li
1 ,

SCHEDULE C-4. EXPENSE ACCOUNT INFORMATION (See Schedule C Instructions for Schedule C-4)
Enter information witty regard to yourself and you five highest Name

paid employees. In determining the five Inghest paid em-
ployees. expense account 010-fiances must be added to their
salaries and wages. However, the information need not be sub-
mitted for any employee for whom the combined amount is
lest than $10,000, or for yourself if yodr expense account
allowance plus line 21. page 1. is less than $10.003.

Old you claim a deduction for expenses connected with

Owner

It
2

3

4

5

Expense account Salaries and Wages

:9/, 2, - /

(1) Entertainment facilely (boat, resort, ranch, etc - 0 YES Ci NO (3) Employees' families at conventions or meetings, . YES 0 NO
(2) living accommaddlions (except empluyees cn YES {, ; NO (4) Employee or family vacabcns not reported on Fo m W-2? YES 0 NO

GOVIANsiVIr CRIVliN6 ClI.CL.12/1-044-270 20- s I lava
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PERMISSION TO DEDUCT SOCIAL SECURITY TAX

I authorize United Day Care Services to deduct $

month from my check beginning

157

of making payments on Social Security Tax.

131

a

, for the purpose

Family Day Care Mother

Director, Family Day Care Unit

Date
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41,
GOOD MONEY MANAGEMENT

Buying On Credit

Do....

158

1. Read each page of the contract or agreement. Be sure it says
exactly what the salesman says. If it does not. DO NOT SIGN IT ! !

2. Know what the total cost will be to you when the payments are
finished; that is, cost of item, carrying charges, cost of credit,
and other added charges.

3. Know that the price tag on the item is the price of the item alone.
It does not include cost of credit, delivery charge, installailon
costs, or any other added charges.

4. Be sure to compare prices. This means going to other stores and
comparing brands and prices.

5. Get in touch with Legal Services immediately when you are told that
there was a mistake on the contract and you are asked to sign again.
DO NOT SIGN ! !

6. Be careful when you buy food freezers, televisions, washing machines,
pictures of well-known people which light up.

7. Know that the interest rates are very ddceiving and hard to understand.

Don't....

1. Sign your name to any contract or papers until you have talked with
someone in the area of Consumer Counseling.

2. Buy any item until you know the total amount it will cost you
including credit and other charges.

3. Borrow money unless you have to. If you must borrow, try to borrow
from a credit union or bank. These two places charge less interest.

4. Allow fast-talking salesmen to talk you into buying something if you
do not particularly want or need it or cannot afford to pay for it.

5. Allow salesmen to leave anything at your house to "try out" if you do
not want it. If they insist, tell them you will not be responsible
for it and do not sign your name to anything.

6. ever tell a salesman you cannot afford an item. He will show you now
you can afford it. Tell the salesman that you do not want the item.

7. Buy from salesmen who tell you that you do not have to rcad the
contract.

8. flay anything on credit thinking that you can pay for it by getting
new customers for the salesman.

9. Be afraid to say NO to a salesman. 185
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MIEN YOU BUY ON CREDIT ....

1. Ask yourself, "Can I pay all of my other bills each week or

each month and still pay this new one?

2. When you go to a store to see an item which has been advertized,
do not allow the salesman to show you another item at the

advertized price.

3. Ask someone to go with you when you borrow money, open a charge

account, or buy expensive items on credit.

4. Find out what happens if you miss a payment. Will this cost you

extra mon,v?

5. If you make a payment late, is there a "late fee?"

6. Find out what property you must put up as collaterial.

7. If you finish paying the bill early, will you get a refund?

3. Beware of salesmen who tell you to get a friend to buy and that
this will reduce your payments.

186
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GOOD MANAGEMENT OF TIME IN FAMILY DAY CARE HONES

Some suggestions on how to make the most of your time:

3. No is totally indispensable, so -- take it easy! Be sure to always

get a good night's rest.

2. The best way to get more time is to get up earlier in the morning!

3. Start your day right, calmly with a good breakfast.

4. Sit down and plan your next move, as days differ; situations also
differ.

5. Do your major chores on weekends.

6. Do your menial chores after day care children are gone for the day.

7. For example, washing can be done at nigat, clothes hung out to dry
the next morning when you take the children outside to play.
(Dress them according to weather conditions. Even in cold weather,

getting outside for a short while is good, around mid-morning.)

8. Relax while children are napping so you will be ready for a fresh

start when they are.

MAJOR CHORES

Cleaning refrigerator
Cleaning range
Washing windows
Cleaning closets
Cleaning the yard
Shampooing the carpet

187

MENIAL CHORES

Mopping or waxing floors
Washing
Ironing
Baking
Washing woodwork
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TYPICAL SCHEDULE OF DAILY ACTIVITIES
in a

FA: ILY DAY CARE IPTIE

6:15 a.m. Mother awakes and begins routine activities

6:50 a.m. First day care child arrives

7:00 Breakfast is served to family (including day care

child)
7:30 a.m. Husband leaves; takes children to school or bus

picks up children.

7:40 a.m. Two other day care children arrive. Breakfast

is served to these two

7:45 a.m. Day Care Home Mother sets up playroom

8:00 - 9:30 a.m. Morning free play; Captain Kangaroo a possibility

9:30 - 10:00 a.m. Clean-up period; toileting and handwashing

10:00 - 10:30 a.m. Storytime or Sesame Street on T. V.

10:30 - 11:30 a.m. Lalk or outdoor play

11:30 - 12:30 p.m. Preparation for lunch (toileting, handwashing,
setting table) lunch

12:30 - 2:00 p.m. Nap

2:00 - 2:30 p.m. Children awake, toileting, diaper change, etc.

2:30 - 3:15 p.m. Educational activities (painting, games, puzzles,
cutting and pasting, housekeeping, etc.)

3:15 - 3:45 p.m. Snack

3:45 - 5:00 p.m. Free play - outdoor play if weather permits

5:00 p.m. Day care children begin to leave

NIGHT DUTIES

Plan and gather materials for educational activities and planned
activities for the next day.

Attend training session and meetings when held.

Attend to personal and household needs.

188
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SECTION VII. PARENTS AND FAMILY DAY CARE

A. A Notice of Available Child Care Service in
Family Day Care

B. Request for Care and Placement

C. Request for Infant Care

D. Questionnaire for Parents of Children in

Family Day Care

E. Family Fee Information Sheet for UDCS (to
Assess Need and Fees)

F. Clearance for Enrollment of Department of

Social Service Children

G. United Day Care Services Policies for Parents
of Children in Family Day Care

H. Information for the Family Day Care Mother's

Folder on Each Child

1. Application

2. PersOnal History

3. Medical Information

4. Contact and Emergency Information
(a 5" x 7" card)

5. Admission Card for SchoolAge Child to
Receive After School Care

I. Notice of Acceptance Mailed to Parents

J. Day Care Notice
(Procedure for Terminating Care for DSS Child)

K. Procedure for Reporting Accidents

L. Children's Accident Report Form (UDCS)

189
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REQUEST FOR CARE AND PLACE; ENT

The mother or applicant may request day care through a telephone call

or a visit to the Family Day Care Unit Office. The mother may need

help in making arrangements for more than one child. The staff will

consult with the parents to determine what the needs are and how the

needs of the family and child can be met. It is the staff's

responsibility to explain agency policy and the joint responsibilities

of the family day care mother and the parents.

The family day care staff will try to place a child in a home based on:

1. availability of spaces for individual children, based on age

2. possibility of placing siblings in the same day care home,

based on available spaces

3. the possibility that a younger child should he placed in a
family day care home but that an older sibling might need

group care in a center

4. the distance from the child's own home or his parents'

employment site to his day care home and availability of

transportation

5. a visit. by the natural mother with the family day care mother

and the natural mother's approval of the placement

6. the family day care mother's desire to keep the child and her

desire to work with the natural mother

7. determination of Department of Social Services eligibility and

approval by the DSS social worker, or the possibility of a

UDC scholarship if not DSS approved.

When placement is complete, a written note is mailed to parents of the

child confirming the arrangement.
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REQUEST FOR INFANT CARE

Date of call

Person receiving call

Child's Name Birthdate Age
mo./day/yr.

Birthdate Age .

mo./day/yr.
Birthdate Age

mo./day/yr.
Mother's Name Birthdate

tddress
mo./ day/ yr.

Telephone No. (Home)

Tncome

(Business)

Father's Name

Address

Birthdate
mo./ day/ yr.

Telephone No. (Home) (Business)

Innelne

"other "s Place of Employment

Father's Place of Employment

Hours When Care Needed

D..te Care Needed to Begin

Tram;portation

How Many Other Children in Day Care

How Many Other Children in Family

(Where)

Time Convenient for Day Care Home to Call

Casevorker

Pnyins Parent

Appointment

suggested Day Care Home

192
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QUESTIONNAIRE FOR PARENTS OF CHILDREN

IN

FAMILY DAY CARE

1. Why did you decide to place your child (childrien) in a family
day care home?

2. What do you expect from a family day care mother?

3. How do you feel y'ou can improve the family day care program?

4. What are your concerns in family day care, in the environment?
In the curriculum?

5. What are your feelings about parent meetings?

How often would you be interested in meeting?

Day of week preferred?

Time preferred?

6. What are your feelings about volunteering some of your time for the
program?

7. Areas of interest:

A. Hemming sheets and blankets?

B. Repairing toys?

C. Painting tables and chairs?

D. Contributing otys, clothing, equipment, etc.?

E. Any spare time you may have to lend a hand?

193
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FAVII,7 FEE INFORMATION SHEET FOR UNITED DAY CARE SERVICES

NOTE: Parents receiving'scholarships from Department of Social Services,
Government Programs, or United Day Care Services, complete Section I and II.
Parents paying full fee, complete Section II. (Hake two copies; one for child's
file and one for parents.)

Name of Child

SECTION I INCOME

Name of Parents

Gross Salary Take Home
Persons Employed in Household: Place of Employment: or Wage: Pay:

OTgER INCOME

Property Rental $ Room Rental $ Social Security $

Veterans Benefits $

Child Support $

Department of Social Services $

Other $

Number of Persons in Household Dependent Upon this Income
Expenses for Children Living or Receiving Care Elsewhere $ jper (week,

month, etc.) Paid to (Name and Address)

NAME OF CASEWORKER (if Receiving Public Assistance)

*AA**A************************************************************************

SECTION II FEE $

I understand that the cost per child is $22.50 - $28.75 per week in a center,
$10.00 in an After-School Center, and $18.50 in a Day Care Home. When I am
unable to pay the full cost, I understand that the difference between what I
pay and the actual cost will be paid by the United Campaign for Greater
Greensboro Area, or by another sponsor. I agree that when possible I will do
things for the program to keep costs down,.and that I will try to participate
in center activities.

I understand that the fee established will be reviewed at least once a year.
I also understand that I may request review of the fee being charged at any
time when the fee seems to be more than I can pay, or our household income
increases and will permit a higher fee.

I further understand that fees are due in advance (Monday) by the week or month.

I realize that my child cannot receive care from the program unless my fee is

paid.

(Date) (Father's Signature) (Motherlo Signature)

UDCS WILL PROVIDE SERVICE FOR THE ABOVE CHILD IN TERMS OF THE AGREEMENT STATED

ABOVE. 19 4
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CLEAPANCE FOR ENROLLHEN7 OF DEPARTMENT OF SOCIAL SERVICE CHILDREN

Identifying Information:

Parant(s) Name

Address

UNITED DAY CARE SERVICES
808 N. Elm Street

Greensboro, N. C. 27401

273-9451

Names and Birthdates of Children to Use Day Care Services:

Seeking care at: Day Care Center
Name of Center

Day Care Home

****t:tAAk*****************h*******************************************************x*

Please admit the above children for day care services with Guilford County
Department of Social Services responsible for payment except (Indicate "none"
if no exceptions)

Date Signature of Caseworker
AA*4***:*****************************************************************************

1. One copy is to be completed by UDCS worker or D.S.S. worker with whom
service request was initiated.

2. Client must take to D.S.S. for approval, or D.S.S. worker can immediately
approve when service request is initiated with them.

3. UDCS Director must have this completed form before admitting any child
as a D.S.S. sponsored child.

4. Requirement in #3 may be waived if the D.S.S. worker gets completed form
to the D.S.S. Day Care Coordinator, and she phones the center or
program authorizing admission,

195
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UNITED DAY CARE SERVICES POLICIES
FOR

PARENTS OF CHILDREN IN FAMILY DAY CARE

The Day Care Homes of United Day Care Services must meet requirements
for a city privilege license, be registered with the Child Day Care
Licensing Board of North Carolina and be certified by the North Carolina
Department of Social Services. The family day care mother is required to
have yearly physical examinations, a yearly xray and be willing to
participate in a 25 hour training session.

Age appropriate toys and equipment are furnished by United Day Care
Services for each child placed in a day care home.

Daily attendance records are kept on each child, therefore, it is
important that the family day care mother be notified whan a child is

going to be out.

Parent responsibilities include the following:

1. Parents of infants will furnish:

A. formula
B. baby food or any special food
C. diapers
D. powder

E. a complete change of clothes
F. plastic bags for soiled diapers

2. Parents of older children will furnish:

A. a complete change of clothing to be left

with the family day care mother
B. training pants
C. comb, bursh

3. Food for the children placed in a day care home who are
eating table food and drinking regular milk will be

furnished by United Day Care Services. The amount of

food given each child is determined by the U. S. Department
of Agriculture's requirements. Children are served a
breakfast snack, a hot lundh and an afternoon snack.
Lunch is delivered to the day care homes daily; snacks are
delivered once a month or as needed.

196
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4. Fees are due in advance on or before the first day of admission
of the child to the home. They may be paid weekly, bi-weekly
or monthly, but a consistent arrangeMent should be made with
the parents to pay the total assigned fee in advance for the
designated amount. The monthly fee is based on 4 - 1/3 weeks.
Fees for care in a day care home is $18.50 per week per child
for a full day, and $10.00 per week per child for after
school or part time care. The full fee will be charged for
any week during which the child is enrolled. Therefore, if
a child is enrolled and does not attend for any reason the

regular fee is still required. Parents who go on vacation and

want to hold a *space for their child can do so by paying a
holding fee of $9.25 per week for two weeks out of one twelve

month period. If the parent wants to hold the space for more
than two weeks then the full fee of $18.50 per week will be

due for each additional week held.

5. When the parent does not pay the child's fee in advance and
has not come for a conference with the Director of Day Care
Homes to request an emergency waiver or a change in fee the
director must terminate the care of the child. If care for a

child is terminated leaving an unpaid fee, the financial clerk

sill send a letter to the parent requesting payment. When
payment is not received by the end of 30 days the name of the
parent and the amount of the unpaid fee is sent to the Credit

Bureau. .

Absences

6. If a child is absent on Honday the fee is to be collected prior

to admission when the child returns.

7. When a child is Absent from the day care home the parent will
be contacted within 24 hours. If contact cannot be made by
telephone or visit a letter will be sent to the parent asking

the parent to contact the family day care office. The letter

will also state that care of the child will be terminated 5
days, unless the office has been contacted. The parent and/or
sponsor wilh he charged the assigned fee until date of

terminated.'

8. Arrangements for vacation time for family day care mothers will
be made with the director and with the parents. Children will
be placed in our emergency day care homes when regular day care
home mother is ill, on vacation or out for any reason. The

emergency homes are made available to each parent; if the parent
chooses not to use the emergency home the fee is still due if

the space is to be be retained.
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9. When a child becomes ill during the day, he is isolated
from the other children. Parents are notified and

arrangements made for the child to go home. No child will
be accepted in a home if he is ill upon arrival. Medication
is administered by the family day care mother only when the
parent gives written permission and medicine is prescribed

by a doctor.

Holidays

10. Day care homes will be closed on New Years Day, Easter Monday,

July Fourth, Labor Day, Thanksgiving Day, the day before
Christmas, Christmas Day, and the day after Christmas.
Christmas Day, and the day after Christmas. Parents will be

responsible for the fee during holidays.

Hours

11. A day is considered to be no more than 9 hours. Parents are
expected to bring a1,1 pick-up children at the time agreed upon
in the placement visit unless the family day care mother has
been called by the parent and has agreed to a change. Parents

who do not pick up the child at the set time may be charged for
the overtime at the rate of $1.00 per hour. The family day

care mother may refuse to accept a child who is brought before

the time set in the original agreement and thetfamily day
care mother may refuse to accept a child whose parents are
habitually late picking him up.

12. The children receiving care in the day care homes of United
Day Care Services are covered by accident insurance while
in the home, while on the way to the day care home and back
to their own home in the evening. This coverage will pay all
medical expenses in case of an accident. This does not affect

any hospitalization coverage parents may have.

13. Medical examinations of children under the age of one year who

are in family day care must be renewed every four months and

renewed once a year for children, over one year of age.

14. The parent should bring on the first day of placement the
following records to be kept at the home of the family day

care mother:

A. application
B. personal history

C- medical form
D. contact emergency card
E. schedule for eating and sleeping for infants

15. The parent must visit the day care home along with the child
before care begins.
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16. Parents should give notice to the family day care mother

or the director of a decision to remove their child from
the program at least one week in advance. This will
eliminate charging the parents for days that the child

will not be there.

17. If a child is being sponsored by a Department of Social
Services' scholarship, a clearance form must be singed by
the caseworker and returned to the director of the Family
Day Care Unit before a child can be placed. The form will

indicate the responsibility of the Department of Social
Services and the responsibility of the parents.

10. Children placed in day care homes are to be picked up only
by .adults authorized to do so by the parents. The name of
these adults are to be put on the application form and the
contact emergency card.

19. When a parent changes jobs, changes telephone numbers or
changes address, the family day care mother and the Family

Day Care Unit office should be notified immediately.

20. Visits will be made to the day care home on a regular basis
by the director, the toydemonstrators and the educational
specialist who will be working with the family day care
mother and your 'children'to continuously improve the quality
of the experiences your children are receiving.

21. Parents are expected to attend at least one parent meeting
during the year. They are also encouraged to serve on the

Policy Council of United Day Care Services.
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from 3

For acmission to:

APPLICATIO N
Revised 7-20-70

UNITED DAY CARE SERVICES, INC. DAY CARE PROGRAM
or

UNC-G DEMONSTRATION NURSERY CENTER PROJECT

Who told you about our program?

Child's Name
Last First Middle

Date of Birth Sex Telephone

Address Zip Code

Family Background Father Mother

Name

Birthdate

Occupation

Company worked for

Yrs. of school completed

Degree received

Paxents' marital status:

Two-parent-family One-parent-family

(Explain if one parent is frequently (Explain: e.g., widowed, divorced,

absent; e.g. in military service, separated, etc.) .

works in another city, etc.)

Information on ALL brotners and sisters (Use other side if needed)

Name Sex Birthdate Grade Who cares for at present

Mo. Day Year

Others living in home (adults or children)

Name

Last year of Relation

Birthdate school completed to parents
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Form 3

Hours child needs care: From to

Why are you seeking day care for your child(ren)?

Page 2

If your child has had previous experience in group care, where?

If mother is not working now, does she plan to work?

Occupation will be:

Does your child take medicine every day?

Wher-e-r-

Why?

Does your child have are-other handicaps or medical problems?

IMPORTANT

If my child is accepted for admission, I:

1. Will help the staff find the best way of letting him become familiar with the
program and come with him for a few hours the first day or so if necessary.

2. Will fill out other information sheets about my child for the staff.

3. Will obtain a medical examination and get a Medical Information Form completed

for him.

4. Give my permission for my child to go on walks and trips under supervision of
the staff.

5. Give my permission for the staff to act on my behalf if emergency medical
treatment is required for my child and I cannot be reached.

6. Give my permission for pictures to be taken of my child while he is in the

program.

7. I understand that United Day Care Services and the UNC-G Demonstration Nursery

Center are a part of a study on the development of young children in groups.
If my child is selected to be one of those in the study, I:

a. Give my permission for him to be examined by the pediatrician on the

project (in addition to the examination by my child's own doctor).
b. Give my permission for him to be tested in the day care setting every

three to six months with infant development tests.
(Infants and toddlers enjoy these tests which are new toys to them.)

Date Father's Signature Mother's Signature

410 Notes: A. If you have any questions about any items on this application form,
please contact a member of the staff.

B. If your child is selected to be one of the children in the study, you

will receive a longer description of it.



Form 5/8
Revised 8/1470)

UNITED DAY CART F;ERvICES, INC. UNC-G DEMONSTPATION-NURSERY CENTER PROJECT

PERSONAL HISTORY

Child's Name

Birth date Birth %might

Hospital in which child was born

Mother's obstetrician

City

. ,

.Name by which he is called

Birth height

Type of birth: full term

tTere instruments used: Yes

Special problems during pregnancy?

Complications at birth?

Mot-her'S pregnancy history:

No. of previous pregnancies

Premature

No Don't know

No. of children stillborn

No. of miscarriages or abortions

No. of children living

Age at death of each child who is no longer living

No. of children born alive
and no longer living

Is child adopted? At what age?

Do you plan to tell child about adoption?
Birthplace (city and state) of: rather Pother

Number of previous marriages of: Father `other

CONTACT INFORMATION

Father's business phone Mother's business phone

Father's working hours Mother's working hours

If parents cannot be contacted at work, is there someone else who usually knows

where they are? Name:

If parents cannot be reached, in case of emergency, call:

Name

Child's doctor Phone

Telephone

Hospital preference

Persons who will take child home: Mother? Father?

Names of others
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Form 5/8 page 2

HEALTH INFORMATION

How healthy is your child?

Does he often have:
Colds

Upset stomach

Constipation

Has he had:

s

Diarrhea

Ear aches

Fever

Hay fever

Measles Mumps Whooping Cough

German measles Chicken pox Scarlet fever

Has he had any operations? If so, give date and describe

Has he had any serious accidents?

if so, give date and describe

RELATIONS WITH OTHER PEOPLE

Has child had any experience of being separated from parents for any length of time,

such as visiting grandparents, child or mother being hospitalized, having another

caretaker while mother works, etc.? Describe the experience (why, where,

how long, relation of caretaker to child).

Describe child's reaction to care by adults other than the parents. If he has not

had a long-term experience as described above, explain his reaction to staying

with neighbors or baby sitters for shorter periods.

Describe the child's usual activities with:

Father

Mother

Brothers & sisters

Others in home or frequent visitors
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Form 5/8 page 3

DAILY ROUTINES

Feeding

What difficulties, if any have been associated with feeding this child?

Comment on child's appetite and interest in food

Favorite foods?

Disliked foods?

Have sensitivities to particular foods been noted?

Describe

Has child shown interest in feeding himself?

Comment

40
Is a vitamin/mineral preparation given? Name:

Sleeping

that difficulties, if any, have been associated with sleeping?

Night sleep: from p.m. to

Naps: from to

from to

a.m.

Prefers to sleep on: stomach back

Any special ways of helping him get to sleep?

Does he usually cry when he: goes to sleep wakes up

2



Form 5/8

OElimination

Has training for bowel control been started?

When? Child's term foi bowel movement

Comment on success or difficulties

page 4

Has training for daytime/nighttime bladder control been started?

When? Child's term for urination

Comment on success or difficulties

15 your child walking?

Is your child talking?

If so, when did he start?

If so, when did he start?

Is there anything else we should know about your child which will help us take care

of him?



MEDICAL INFORMATION FOR CHILDREN
BEING ACCEPTED IN DAYCARE WITH
UNITED DAY CARE SERVICES, INC.

Name Parent's Name

Birth Date Address

Date

General Appearance

179

Head-
Eyes-
Ears-

Nose-
Heart- Adenoids- Tonsils-

Lungs-
Abdomen-
Extremeties-
Genitalia-
Congenital Malformations-
Behavioral Characteristics-
Sleeping Habits-
Convulsions-
Allergies-
Drugs Sensitives-
Stool-

CERTIFICATE OF IMMUNIZATIONS

D.P.T. (Series) 1 2 3. Booster

(Date) (Date) (Date) (Date)

D.T. Booster Had disease Whooping Cough

(Date) (Date)

Tetanus (Booster)
(Date)

Polio (Series) 1 2 Booster

(Date) (Date) (Date)

Measles (Red)
(Date)

Smallpox Other
(Date)

Other

Physician's Signature
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CONTACT AND EMERGENCY INFORMATION

Child's Name Birthdate Date Admitted

AlkesS Telephone
er's Where Business

Name Employed Hours Phone
Mother's Where Business
Name Employed Hours Phone
If neither father nor mother can be reached, in case of emergency call:

Telephone
Name of Hocpital
Child's Doctor Phone Preference

Known Allergies
Whooping

Check diseases child has had: Measles Mumps Cough
German Chicken
Measles Pox

The following persons will pick up my child unless a note is sent authorizing someone else.

(over)

I give my permission for my child to go on walks and trips under supervision of the
1 of the family day care mother.

I give my permission for my child to receive physical examinations, eye and hearing tests
when arranged by the agency staff and the family day care mother.
If emergency medical care is deemed necessary by a physician and I cannot be contacted,
I authorize the agency-affiliated person in charge to act in nr./ behalf in granting
permission for my child to receive treatment or surgery.

1 I give permission for pictures of my child to be taken while attending family day care
or participating in dal care program activities. The pictures may be used for UDCS
approved publications and film presentations.
I give permission for my child to be a participant in agency approVed evaluation and

1 research studies.

Date Father's Signature Mother's Signature
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ADMISSION CARD

Name of Child

After School Care

Day Care Home

Birthdate

Name of Parents/Guardian Birthdate

Address Date Enrolled

Telephone: Home ,Office Date Terminated

Employment: Father Income

Mother Income

Guardian Income

Family Situation (Check one or more that apply):

Mother: ( ) Single ( )

( ) Married ( )

( ) Separated ( )

( ) Divorced ( )

Number of Children in Family

Fee Assigned:

Both Parents in Home
Father Out of Home
Guardian
Other; Indicate relationship

Total Number Children & Adults
Dependent on Income

(If AFDC give name of Caseworker)

(over)

How long do think you will need cay care for this child?

Reason for Termination:
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NOTICE OF ACCEPTANCE MAILED TO PARENTS

Dear

United Day Care Services in happy to accept for care

in the home of (address)

(telephone) beginning

The fee for approximately nine hours of care per day is $18.50 per week

per child. This amount (or the amount it has been determined you are to

pay) must be paid upon entrance, in advance. The fee for after school

care is $10.00 per week. This is also due in advance.

The fee is to be paid to the family day care mother each Monday morning

or the beginning of each new week or slie cannot accept your child for care

that day.

The family day care mother will furnish individual beds and other equip-

ment, food, and educational toys. (You are responsible for furnishing

baby food, milk for babies on formula, bottles, and diapers if you have

a very young child.) You need to bring extra clothes so that a chnage

of clothing is always in the day care home for your child. Children must

be picked up at the times that has been arranged with the family day care

mother. A fee of $1.00 per hour will be charged for each hour or any part

of the hour that you are late in the evening.

Plan to take for a visit with his new family day care

mother sometime before you plan to leave him so that he can get to know

his family day care mother. Then it will not be too hard for him when you

leave him all day for the first time.
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Your family day care mother will be guided and assisted by our staff

in giving your child good care while you will be working. We hope

this will be a happy and beneficial arrangement for you and your child.

Sincerely,

(Mrs.) Betty Sherrod
Director, Family Day Care Unit
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CC-DSS-85 (5-74)

DAY CARE NOTICE

DATE

184

TO: Guilford County Department of Social Services Day Care Unit

FROM:

RE:

Director

Day Care Center or Home

SOCIAL WORKER:

Child's Name

The above named child has been absent for 5 consecutive days beginning

We have contacted the parent and the reason for the absence is:

The parent notified us on that the above named child's enroll-_
ment is to be terminated on . Payment for child care is to

be discontinued effective
(2 seeks from date of notice)

1. For centers operated through United Day Care Services in Greensboro

and Developmental Day Care Program Inc. in High Point, please send

one copy to your central office in addition to the one sent to

Guilford County Social Services.

2. Mail to: Day Care Coordinator
Guilford County Department of Social Services

P.O. Box 3388
Greensboro, North Carolina 27402
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PROCEDURE FOR REPORTING ACCIDENTS*

1. Take care of injured child.

Call neighbor to take care of other children. (Post your neighbor'

number above your telephone.)

Notify mother of injured child. Ask her to meet you at hospital

or doctor's office if necessary. Take insurance ID card and

present to the doctcr or hospital emergency room. (See Sample)

If neighbor, mother, or Family Day Care staff cannot be contacted,

call the bookkeeper at Central Office, 273-9451. She will assist

in getting emergency help to you.

After child has been attended to: Notify Day Care Unit office and

report the accident.

v. Secure accident report from from Central Office. (See sample)

7. Fill out accident (insurance agency) report form. Have parent

and doctor to sign where necessary; send form to Family Day Care

Unit.

8. Step 1-2-3-4-5 should be taken in case of an accident involving a

day care home mother's own child. A day care home mother's own

child is not covered by United Day Care Services insurance -- only

children enrolled in care.
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UNITED DAY CARE SERVICES
808 NORTH ELM STREET

'GREENSBORO, NORTH CAROLINA 27401

CHILDRENS' ACCIDENT REPORT FORM

To be fiZZed out in TRIPLICATE: One copy in the child's file in
center/home, one copy for parent(s); one copy for Central Wice file.

NAM' OF CENTER OR HOME:

CHILD'S NAME:

ADDRESS:

AGE:

(Number and Street) (City) (State & Zip)

Date of Accident
(Month) (Day) (Year)

Place of Accident Time Of Accident

Nature of Accident or Injury (Describe Fully)

a.m. or p.m.

Person who accompanied child to doctor or hospital
(Specify if parent or UDCS employee)

Name of DOctor

Name of Hospital


